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INTRODUCTION
%_

Experience-Based Career Education (EBCE) is an alternative program of
comprehensive secondary education using the entire community as a school.
Focusing on direct experience at a variety of employer sites in planned learning
activities that blend growth in academic subjects, career awareness, and basic
and social skills, EBCE provides students with the knowledge and skills they
need to function in the adult world.

The Far West Laboratory version of EBCE was developed and tested at Far
West School in Oakland over a three-year period. It has demonstrated effec-
tiveness in achieving student growth in basic, career and life skills, in preparing
young people to enter college, seek employment or further training, and in mo-
bilizing and utilizing community resources. The program is now ready for

adoption by school districts throughout the country choosing to serve as
field-test sites.

EBCE goals and underlying assumptions, staff and student roles, and
program procedures and instruments are explained in detail in a complete set of
EBCE implementation handbooks, which will be made available to adopters.

The purpose of this overview is to acquaint potential adopters with the nature
. of the Far West model—its distinctive features, key roles, and learning proce-
dures, and its adaptatility to local needs.




| Key Features of the Far West Model

EBCE enlists competent adults frorn all sectors of the community as

1 colleagues in the educational process. They share their daily activities,
skills and knowledge, and often increase learning incentive by serving
as adult models with whom students can identify.

It redefines the role of school staff, who become primarily learning

coordinators and facilitators rather than teachers in the traditional
sense.

learning, mainly through individual projects which are carefully
designed to blend growth in academic, interpersonal, career, and
basic skills.

Learning activities occur primarily at resource sites in the community,

supported and supplemented by staff and instructional materials at an
EBCE center.

The instructional program focuses on core “process skills” essential for
independent and lifelong learning: inquiry, problem-solving, de-

cision-making; and basic skills in oral and written communication,
reading, and mathematics.

3 The student plays a central role in planning and carrying out his own
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While “booklearning” is essential to the EBCE process of “learning by
doing”, traditional subject matter is not approached as a syllabus of
prescribed and sequenced content. Instead, a given discipline is a
context in which students can frame questions they deem important.
and seek answers by applying academic skills in practical situations.

Curricular aids, called Project Planning Packages, provide students
and staff with a convenient framework for designing projects that
integrate academic and career learning. Each package unites a study
area (such as social science) and careers associated with it under a
single heading. It includes goals, relevant concepts, issues and topics,
sample projects, a list of available resources, and suggested readings.

While the student is given freedom to pursue self-chosen learning
goals that have personal relevance, he is held strictly accountable for
his educational progress through carefully specified program pro-
cedures. Credit is awarded only for completed work and demon-
strated progress. It is then converted into local high school equiva-
lencies, resulting in a standard diploma and transcript.

The program is designed as an alternative for all students—regardless
of academic backgrounds or future plans—so long as they are willing
and able to profit from the EBCE style of individualized, experience-
based learning.

In focusing on career preparation, the program defines “career” as
“one’s progress through life”, not as a particular job, and views
preparation as acquiring the skills, knowledge, and personal versatility
one needs in order to choose, pursue, and find satisfaction in a life
role.




What StudentsLe
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The broad goal of the Far West Laboratory’s EBCE program is to produce graduates who
are: “turned on” to leaming, viewing every situation and human contact as an educational
opportunity

planful: not only about their long-range futures, but about how they intend to accomplish
more immediate goals and tasks

D self-reliant: able to set their own goals; plan activities; manage their time and other

resources; work independently; recognize when they need help and how to seek it: evalu-
ate their own behavior and learn from it; and accept the consequences of their own deci-
sions and actions

E> capable of interacting with adults as equals: know what is expected of them as adults: be |
able to communicate on an adult level, to make and keep realistic commitments, and have |
reasonable expectations of others

D capable of making realistic and satisfying career choices: more informed about career
options and requirements and more aware of their own values. needs, goals, strengths.
and limitations

D independent learners: able to identify what is worth learning: to identify and use effective
sources and methods of acquiring information: and to analyze, evaluate, and incorporate
new information into their own knowledge and experience base




areas:

Career Development

To develop these “survival skills,” all students are expected to progress in certain core

Life Skills

Career Awareness. Acquiring a broad
understanding of the world of work—how peo-
ple perform tasks. deal with one another, solve
problems. and derive satisfaction in their daily
lives—and understanding the particular nature
and requiremerits of specific careers.

Self-Development. Leamning about one’s
own interests. abilities. values, and goals, and
using this knowledge to weigh options and make
informed decisions about post high school plans.

Basic Skills

Developing reading, writing, oral communi-
cations. and computational skills essential for
acquiring and communicating information in
daily life.

Interpersonal. [eaming to relate to others
on an adult level; recognizing the needs and ex-
pectations of others; handling interpersonal con-
flicts; and contributing productively to group
endeavors.

Inquiry. Learning to interpret and critically
analyze information and its sources, draw
generalizations, develop and test hypotheses,
and evaluate data and ideas.

Problem-Solving. Learningto analyze sit-
uations, define problems, identify and use ap-
propriate sources of information, evaluate alter-
natives, and employ effective solutions.

Decision-Making. Learning to recognize
decisions that need to be made, to identify
options and probable outcomes, to examine per-
sonal values and goals affecting decisions, to
make informed choices, and accept responsi-
bility for decisions made.

iU




Who Makes It Work?

M

In the Community

The EBCE learning process—an interaction be- .

tween the students. the Learning Coordinator,
and the resource volunteer—depends first of all
on the many people who offer their time, inge-
nuity. work facilities. and practical knowledge to
turn the entire community into a school.

Resource Persons (RPs) are adults from
all walks of life who volunteer to share their sea-
soned knowledge and special skills with inter-
ested students in a one-to-one relationship.
Whether an arc welder or lawyer, printer or biol-
ogist. the RP's primary role is to help students
become adults. to learn how to think for them-
selves. make responsible decisions, relate
maturely to others, and carry out their own
learning projects.

The relationship is voluntary on both sides,
and is defined by a set of mutually understood
expectations and consequences. lts scope, ob-
jectives. and duration are negotiable — depend-
ing on the RP's availability and the student’s
educational needs and interests.

By providing direct experience in a variety of
social and economic settings. RPs help students:
e acquire firsthand information about what peo-

ple actually do in their daily work, how they

feel about what they do. and what kinds of
knowledge and skills are needed to enter and
succeed in particular careers;

e learn more about who they, the students, are
and what they want to become by testing their
values. interests. and abilities through actual
experience;

e improve reading. writing. and computational
skills by using them to solve real problems in
everyday life situations. and by challenging
them to employ these skills on an adult level;

* integrate learning in ways not possible in the
traditional classroom by seeing how career
skills. academic concepts. and social issues
converge in the need to solve practical
problems:

¢ develop some technical skills through hands-
on experiences in real or simulated work tasks.

While the core of the EBCE learning experi-
ence is this one-to-one relationship between a
student and an adult interested in his education.
two other kinds of -resources are used in the
program:

Resource Organizations (ROs) range in
size from fewer than ten to more than several
hundred employees, and open most or all of
their operations to students. Activities at these
sites typically include pre-planned group brief-
ings, tours, and observations and discussions
with individual employees. Resource Organiza-
tions give students broad exposure to a total
organization: the nature of the business; its rela-
tionship to the community; the kinds of jobs
performed there; how particular careers
interlock; the working conditions and environ-
ment: and educational prerequisites for job
entry.

Community Resources (CRs) are insti-
tutions or organizations open to the public, such
as museums, libraries, aquariums, parks, courts.
and city council meetings. Students use them
when working on projects and to supplement
information available from other resources. At
these Community Resource sites, and at Re-
source Organizations, students may identify RPs
who are willing to work with them on individual
projects.

APolicy AdvisoryBoard whose mem-
bers are representative of participating com-
munity interests—employers, parents. school
administrators, union officials —provides recom-
mendations on program pelicy matters and
serves as a mechanism in eliciting and maintain-
ing community support.

Resource Development. Individualsand
organizations are recruited to form a balanced
pool of resources that can accommodate student
interests and high school graduation require-
ments. and which provide a representative mix
of career fields.

Resoutce sites are analyzed for their learning
potential in career awareness, academic subjects
and issues. and the application of basic skills. A
range of on-site learning activities. from which
students can choose in designing their projects.




re mutualt agreed upon by the Resource
Person and EBCE staff. and conveyed to stu-
dents in the form of Resource Guides.

Community ‘iaison and support is maintained
through regutar contacts from EBCE staff. news-
etters. and wpen houses. A field manual, called
A Guide for Resource Persons and Community
Organizations. ‘s used to orient resources and
explain their role and function.

To aid EBCE adopters. the Resource Devel-
opment Handbook explains how to assess local
resource needs. recruit and orient volunteers.
analuvze their work sites. and prepare Resource
Guides for student use.

Staff Roles

While students will spend a major portion of
their time at learning sites in the community, a
school center serves as a home base where they
plan projects. schedule appointments with re-
sources. and return to digest and share their
experiences in the community. Located in a
school or in a separate facility, the EBCE center
is where students use supplementary resources
such as tutorials. workshops, and programmed
instruc ‘onal materials, coordinated by a Skills
Specialist. Here students also come in contact
with the Program Director, who serves as ad-
ministrative coordinator and staff supervisor, a
Records Clerk, and the Resource Analyst,
who is responsible for recruiting, analyzing, and
maintaining the pool of resources. The key staff
role. however. is that of the Learning
Coordinator (LC).

Like alladultsinvolved in EBCE, the L.C plays
a muiti-faceted role as helper, facilitator, and re-
source. By promoting inquiry and self-initiative,
and by providing guidance and assistance as it's
needed. each LC works with 20 to 3C students to
help them:

e formulate lonig-term goals consistent with their
own interests and educational needs, and de-
cide what steps are necessary to achieve them

¢ determine what's worth learning, focus areas
of inquiry: identify resources, and develop
project plans

e refine their interests, clarify values, and con-
tinually assess needs, based on cumulative
experience

e integrate what they know about themselves

with information about career and ecucat:onal
opportunities

® monitor their own learning progress: articulate
problems. devise appropriate solutions. and
modify strategies to incorporate new insights
and emerging interests.

The LC coordinates the student’s total tearn-
ing program and monitors on-site learning ex-
periences through counseling sessions and
regular contact with resources in the community.
L.Cs are teachers in one important ser.;e — work-
ing with students individually and in small group
sessions, they can teach inquiry. problem-
solving, planning, and decision-making skills
necessary for independent learning.

LCs also provide students with the kind of
feedback that can help them make sense out of
what they are doing and learning in the com-
munity. This process of consolidating and inter-
preting their diverse experiences. of reinforcing
and further stimulating learning, pervades all
staff’s daily interactions with students.

Role of the Student

Within the framework of EBCE goals and
clearly specified accountability procedures. the
student acts as planner, decision-maker, and
self-evaluator. He is allowed to pursue his
particular needs and interests, at his own pace,
and according to learning methods best suited to
his purpose and capabilities.

Projects. Students plan and carry out their
\earning through individual projects. using goals
and evaluation criteria they help specify.
Designed to blend growth in academic subjects,
career development, and basic and life skills.
each project:

e is organized around a topic or issue relevant to
a career cr discipline;

e isfocused in terms of significant questions that
require for their answer planned learning ex-
periences at resource sites and the use of other
information sources such as related readings:

e includes activities that require the student to
apply communications, interpersonal. and/
or computational skills in pracical, career-
related situations; and

e results in demonstrable growth toward stated
goals, and in tangible products for which cred-
it 15 avy’arded.

s
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Organizing the Curriculum

M

Because EBCE departs from the conventional
classroom approach to content and instruction,
the Far West program has developed curriculum
quides, called project planning packages,
tailored to the unique aims of the model.

A package is not curriculum, but rather a
structure within' which individualized curriculum
can be planned and carried out in the form of
projects. Each package unites under a single
heading abroad area of study and its related pro-
fessional and technical careers, and enables a
student to focus his learning on an academic sub-
ject area, a significant issue, or a career field,
while simultaneously learning about all three.

Prototype packages have been developed in
the following areas: Social Science, Commerce,
Physical Science, Communications and Media,
and Life Science. Easily adaptavle to local
needs, each package contains the following
essential parts:

7}{ Package goals define the package
scope and range, set minimum require-
ments, and identify significant underlying
concepts and process skills of the career/
discipline area.

{‘r Sample projects demonstrate how stu-
dents can pursue their own interests
while meeting minimum requirements for
credit, and learn those skills, concepts,
and principles considered basic to the
package career/discipline area. They
.also serve as exemplary samples of com-
pleted program planning forms (the Proj-
ect Sketch and the Student Project Plan),
while offering project suggestions for stu-
dents to pursue.

¥ The annotated list of resources de-
scribes resources available for learning
activities relevant to the study area.

In addition.

{r A statement about required group dis-
cussions explains their nature and pur-
pose. Students working on projects with-
in a career/discipline area meet regularly
to broaden their exposure to the field by
discussing what each of them is doing
and learning.

ﬂy A step-by-step description of how to
plan and complete a project provides
guidance on how to plan projects and a
reminder of the tasks involved.

Other sections not as critical to the package
concept, but time-savers for students and staff.
include an introduction: a bibliography: project
ideas; careers to explore; ard a list of courses for
which students could seek subject matter
equivalency credit, depending on the content
and focus of the project they design. Within this
flexible structure, students can plan more ambi-
tious projects to earn more credit, or can plan
two or more smaller projects to meet the mini-
mum requirements.

A student might develop a project in the Social
Science Package because he or she needs
American Government credit, or is interested in
some political issue like rent control, or wants to
be ¢ probation officer or teacher.

Using the package and working with staff, the
student selects the resources to visit in getting a
fix on his project topic. Students are allowed to
explore several possible topics and resource sites
if necessary before clarifying and narrowing their
theme for a full-scale project plan. The student
interested in rent control, for example, might
visit Resource Persons at the housing authority.
the legal aid society, and a city councilman's
office, only to become involved in a more inter-
esting topic, such as affirmative action employ-
ment programs and how they are working.

Before long, however, the student must firm
up his project plan. (While students may explore
as much as they want, they earn credit only for
compieted projects or other work such as
tutorials.) With the assistance of his Learning
Coordinator and chosen resources, the student
identifies on a project planning form:

* a focus or theme for the project.
questions for which he is seekinganswers:

Resource Persons and Organizations he
will be working with;

related reading;

an estimate of time required in visiting re-
sources, doing related research. and
developing at least one product: and

13
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.ﬁ‘, nroeect goals and indicators—what he
wan's ‘o .earn about or learn how to do
through the project. and how he will
xnow and demonstrate to the staff that he
has achieved his goals. [n addition to thus
speliing out how his work will be evalu-
ated. he designates who the evaiuators
will be and deadlines by which he plans
to compiete his goals.

He also negotiates with his Learning Coordina-
tor the amount and kind of credit he will earn if
the project is satisfactorily completed. The pack-
age goals provide a standard for use in negotiat-
ing credit [f astudent’s project meets the minim-
um package goals. he will receive a specific
amount of credit.

The package provides the structure and the
student’s project provides the mechanism for in-
tegrating learning of process skills with subject
matter content. For example, problem-solving
skills are developed by applying them to specific
issues or problems. These are examples of ques-
tions addressed by Far West students in some of
their projects:

,ﬁ{ What causes inflation and what are some
possible solutions?

{s{ What is the impact of revenue sharing on
the city government's ability to provide
necessary services to its citizens?

* Who runs the schools. how are decisions
made. and how are the schools meeting
the needs of the city's minority groups?

In asking these questions—in trying to define
the problems that lie behind them. in seeking
sources of information (interviewing people.
reading newspapers, attending meetings of com-
munity groups). and in evaluating and discussing
their findings with Resource Persons, fellow stu-
dents, and staff. students are developing prob-
lem-solving skills. while learning a great deal
about government and politics. and at the same
time broadening their awareness of the careers
involved. The package design emphasizes tostu-
dentsthat growthin life, basic, and career skills is
a natural part of every learning project, whatever
its particu'ar content.

Procedures for using these packages. and for
developing additional ones. are described in the
handbook. Package Development.

The specific methods LCs use to facilitate the
learning process described above —how to use
procedural forms. guide effective planning. lead
group discussions. monitor and assess student
progress—are explained in the handbook called
Learning Coordination.

BEST COPY AVAILABLE
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Using Resources

To satisfy diverse needs and interests, stu-
dents can become involved with resources at
levels varying in purpose, duration, and
intensity.

The most basic level, the Orientation, allows
the student to become acquainted with the Re-
source Person and his organization and to dis-
cover what can be learned there. For exampile:

Michael had decided that he wanted to pursue an inter-
est in journalism and made an appointment with Mr. Jim
Morrison, director of public relations for a large East Bay
industrial firm. After spending their first session telling
Michael how he happened to get into this line of work, Mr.
Morrison described his responsibilities: handling the com-
pany's external publicity by sending out feature articles
and press releases, and managing internal communica-
tions to keep employees informed of company develop-
ments. When Michael said he was not sure such a job
would allow him to do the kind of writing he was interested
in, Mr. Morrison told him of his own early experiences as a
free-lance writer and explained the uncertainties
involved in such a profession. After a morning spent
touring the company and going over some of the publica-
tions in detail. Michael decided that he would be able to get
valuable writing experience by working with Mr. Morrison
and arranged with his Learning Coordinator to extend his
participation and begin planning a project.

To ensure that students’ Orientation experi-
ences are purposeful—at least in terms of prob-
ing an area of interest they might decide to
pursue in a project—they are required to devel-
op a brief project sketch to guide and document
their experience. They are allowed and in fact
encouraged to have Orientations at more than
one site. Ultimately, however, they must focus
on some specific project requiring a long-term
involvement with an RP or RO.

The next level of involvement is the Explora-
tion, which allows students to begin to explore a
particular career or study area:

Arthur had contacted Thomas Ross, foreman of a small
print shop, for an Orientation. After going through the
building and spending a few mornings talking to some of
the workers, he decided he would like some practical
experience. He and Mr. Ross determined that he would
come to the shop three mornings a week for a month. He
would learn the various printing processes done in the
shop by working alongside the operators of the different
machines and by following particular jobs through all
stages leading to completion. After he discovered that he

was most interested in the silk-screening process. Arthur
and Mr. Ross decided that a good project wouid be to
design and print some safety posters By the end of the
Exploration. Arthur’'s project was completed ithe posters
were, in fact. good enough for Mr Ross to have them
posted throughout the plant) and his interests in printing
had begun to gravitate toward the role the union piaved in
a printer's daily life. Mr Ross arranged for him to meet the
printers’ representative on the Centrai Labor Council and
talk about pursuing the subject further.

At the Investigation level. students develop
more specialized skills and knowledge:

Susan had completed an Exploration with Mrs Greerie.
counsellor at the Center for Continuing Education for
Women, in which she learned how the Center's program
of career, academic. and personal counselling worked.
She had done some clerical work in the referral program
and in the women’s library. In deciding to begin an Inves-
tigation-level activity, Susan agreed with Mrs. Greene that
she would come to the University three mornings a week
during the next quarter and that her primary effort would
be to set up a workshop for teenage women on career op-
portunities. Mrs. Greene also arranged with Susan's
Learning Coordinator for her to audit a course on
women’s rights in the University's Sociology Department.
Toward the end of the quarter, as Susan began correlating
her work in the course and her practical experience in
setting up the workshop. she decided that one of her prod-
ucts would be alengthy report on the problems involved in
counselling young women about careers.

At the Exploration and Investigation levels.
the student must spell out his objectives and
products and complete an individual project
plan, more detailed and comprehensive than the
project sketch.

The scope and duration of projects are flexible
tc accommodate individual interests and
learning styles. Terms like Orientation. Explora-
tion, and Investigation are meant to indicate the
possibilities inherent in students’ relationships
with Resource Persons. not to force them into
prefabricated molds.

Within the structure of EBCE goals and speci-
fied procedures. RPs and students are free to
make the method suit the need For example.
one RP—a public relations manager in a large
corporation—chose to combine the interests of
several students into a group project. which he
explains as follows:

15
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‘After a "getting acquainted’ session with my group of
‘wur studens. [ explained the possibilities in an advertising
nrogram development project. ! tnied to make it clear that it
would be based on their own work, and that when they
sompleted it they would have something real to show

“"Based on their main personal interests, we decided
+nat function each of them would represent in the adver-
“3ing agency we had formed——copywriting. art depart-
ment. market research, management. etc. We discussed
the first requisite of getting started which is. of course. a
client. The students chose Coney Island. a restaurant on
the ground floor of the Far West School building.

“We then planned activities with chapter headings:
market study (location, market size, volume, price.
atmosphere. service, competition. food quality, sugges-
tons for improvement, etc.): media {examination of av "i-
lable media for advertising, with rationales for selecting
one over another). message (the ads themselves. copy
preparation. layout. type face, etc.); campaign (the re-
‘ease dates for the ad messages and the reasons involved
:n the choice); merchandising and sales promotion
‘what "deals’ and incentives could be established to get
customers) : budget (based on the percentage of volume
and the need for market coverage): and evaluation and
follow-up (interviewing to evaluate reception of the cam-
paign. analysis of the sales results, etc.).

Q
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"Discussion and nterest have grown since we hegan |
think [ got turned on’ when. early in our discussions  sne
of the students interrupted me and said. ‘Wait a minute
we'll do it." | realized that it had become their project

"By the end of the semester. the students had put ‘o-
gether a portfolio which they presented to the owner of
Coney [sland It included a demographic analysis of the
potential clientele. a run-down on compeutors. recom-
mendations for bettering the atmosphere and service of
the restaurant. and sample flyers The owner was so im-
pressed that he actually bought an advertsing campagn
from them. implementing some of their recommendations
and distributing one of the flyers.™
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One Student’s Experience

The key features of the total EBCE proc-
ess are illustrated by the experience of one

student during his first yearin the program.

Lee was far from a typical student, yet he be-
lieved (along with many of his friends) that
school was “boring” and had complied with his
assignments in the first two years of high school
“only for the grade.” The only course that had
really interested him during his sophomore year
had been an English class in which he was en-
couraged to write short stories. Because of the
“pressure to be right,” he spoke in class only
when forced to. He was the kind of student inev-
itably labeled with the phrase, “doesn’t work to
capacity.”

Lee entered the EBCE program at the begin-
ning of his junior year. During initial diagnosis,
he and his Learning Coordinator agreed on a
tentative profile as a basis for planning: his writ-
ing ability was very good; his math skills needed
improvement: he was most comfortable “taking
his time” doing things and a little shy about meet-
ing people; he nezded graduation credits in Sci-
ence, American Government, and English: and
he had no particular career interest.

During the first three weeks, students are
initiated into the EBCE learning process.
Through a series of planned workshops and field
activities, they find out what the program’s learn-
ing resources are and how to use them, and
learn that they are expected to manage their own
time and exercise initiative and responsibility.
Like some of the others, Lee was reticent about
going out. He chose for his first resource orienta-
tion the Southern Pacific Railroad, mainly
because he'd always liked trains.

During the four half-days of activities at Sou-
thern Pacific, Lee and four other students spent
timein the claims office. the engineering depart-
ment, the main office. and the crew dispatching
office. They met a yardmaster, a tower clerk, a
perpetual inventory car location clerk, a rate
clerk. and abilling clerk. observing them at work.
and asking them questions about their jobs.
They were shown how computers are used to
keep track of every car and how to program a
card. Out in the yard. they talked to brakemen,
switthmen. and engineers. went through control

towers and interlocking towers, and rode on &
train.

Inthe offices, the routine and monotony of so
many “menial jobs” boggled Lee’s mind. When
he asked one of the clerks why he did it, the man
answered frankly: “I need the money.” But out
in the yard things were more relaxed. One carry-
all driver who transports crews told Lee the rail-
road was part of his family: he had been with
Southern Pacific for 30 years, and both his
brothers were now employees of the railroad.

In one of the regular discussion group sessions
back at the center, Lee commented that at first
he thought it was ridiculous that the severai
unions at Southern Pacific could fracture the
tasks into absurdly small pieces. (For example,
after a carpenter had drilled through a piece of
wood, he had to call an iron worker to drill
through the metal behind it.) But a union man
had explained the necessity of protecting the
worker's rights and cited examples of how bad
the working man’s life was before labor had ¢:-
ganized. He agreed that so many unions could
be cumbersome, but felt the benefit: far out-
weighed the inconvenience. Lee was intrigued
by the problem and his Learning Coordinator
recommended a good book on the history of
unions.

For his next orientatiorni, Lee chose Mason
Business Forms. After completing a project
sketch in which he specified questions he wanted
to explore—especially what kinds of communi-
cation skills are involved in designing business
forms—Lee got acquainted with his Resource
Person, a salesman named Don Stone. Don
showed Lee how forms were designed to meet
the particular needs of clients in various kinds of
business. It turned out to be more creative than
Lee had supposed. You needed to be able to
visualize problems, use drawing techniques, and
understand spacing and layout. And it was com-
plex: with the forms used on computer equip-
ment, one one-hundredth of an inch becomes a
critical factor. Don let Lee try his hand at improv-
ing the design of a form currently in use.

Lee discovered that Don had several long-
term relationships with clients and seemed genu-
inely concerned with their needs. Watching him
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make presentations. Lee was impressed with his
ability to do on-the-spot designing. probing the
client for enough details to make the form more
efficient than the client originally had called for.
but couldn’t see himself doing it for a living be-
cause it was too technical.

Lee met with his LC to discuss his EBCE ex-
periences so far. He had gained valuable insights
at Southern Pacific and Mason Business Forms,
although neither place had kindled a strong
enough interest to lead to a more detailed proj-
ect. His LC noted that while Lee was getting
credit for his math tutorial and the beginning
Spanish class he had enrolled in at a local junior
college, it was time to begin more intensive
learning experiences, aiming at growth in core
program areas. They agreed he could fuifill
needed science credits by pursuing a sample
project from the Life Science Package at West-
ern Laboratory, which performs clinical diagnos-
tic work for hospitals. The broad goals of the
package are to learn scientific methods and con-
cepts as they are applied in a variety of practical
situations.

At Western Laboratory, Lee worked with
John Buckner (the director) and three
technicians over a period of several weeks. As a
prerequisite to his learning experiences there, he
was asked to read several chapters of a college
text called Clinical Diagnosis and Laboratory
Methods, which he found “advanced but chal-
lenging.” He was instructed in techniques used
in electrophoresis and hematology. He learned
how to run chemical tests for pregnancy, took a
culture from his own throat, incubated it,
performed & complete analysis. He also
analyzed a sample of his own blood, from which
he concluded that his diet was too high in carbo-
hydrates. Some of the skills Lee worked on in his
math tutorial were based on his need to figure
ratios and percentages in performing these tests.

Lee was interested by what he learned about
the blood system, and in a workshop session
explained to other students how leukocytes
(white cells) attack bacteria during infection, and
how under the impact of certain diseases like
leukemia they go berserk and devour everything
in sight.

Q

With Mr. Buckner he specified the goals of the
project. He would do a report on the causes.
treatment. and social implications of sickle-cell
anemia based on readings in medical journals
and tests. graphs, and printouts done from work
with Western Laboratory’s machines.

It took Lee seven weeks to complete the proj-
ect. Originally he had considered using other
Resource Persons in the Life Science Package.
such as Dr. Mitchell, who does research in im-
munology, and Bob Gilmore, a machinist in a
physiology laboratory, who builds the kind of
equipment used at Western Laboratory. But he
decided that he was not really interested enough
in science to go any further.
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One Student’s Experience (continued)

“

Lee began the spring semester with a lengthy
planning session with his Learning Coordinator.
He realized that his math skills had improved
during the fall and decided to continue with the
tutorial. He also enrolled for the second semes-
ter of Spanish at the junior college. He felt
anxious to get to work on a project that would
involve his continuing interest in communica-
tions. Putting together a number of areas he was
interested in—descriptive writing, broadcasting,
films, and television—he decided to develop a
project in the Communications and Media
Package.

Mapping out a tentative plan with his LC, Lee
decided to begin by working on a newspaper. He
arranged an interview with the managing editor
of the Berkeley News. After explaining the
paper’s philosophy for covering national and
local news, the editor turned Lee over to a
reporter named Tom Kenley. Kenley allowed
Lee to follow the development of a news story
from editorial conference, to field interviews, to
the actual writing. He explained proofing sym-
bols and techniques for writing leads and cutting
copy. Introducing Lee to reporters in other
departments, Kenley explained the differences
in style between news copy, feature articles, and
sports, editorial, and society-page material. He
let Lee copy-edit a short article and then went
over it with him. In the course of their conversa-
tions. [ee remarked that he had worked as a
volunteer cleaning up the beaches after an oil
spill in San Francisco Bay and had been upset
later on to read newspaper accounts that he felt
falsely minimized the extent of the damage and
the responsibility of the oil company. Kenley
talked at length about biased coverage, the diffi-
cult problem of separating fact from opinion, and
the frustrations reporters experienced when their
copy was altered to fit editorial policy.

It was while talking to Kenley about the up-
coming municipal elections and the controversy
surrounding a ballot referendum regarding fluo-
ridation that Lee got the idea of “covering” the
election as a reporter for the News. Lee went
back to his LC. who pointed out that it sounded
like a good entry into the politics section of the
Social Science Package. He could pursue his
career interest in journalism by focusing on the

fluoridation issue, while also acquiring a basic
firsthand understanding of city government.
local politics, and the careers associated with
them. In the process, he could earn credits in
both American Government and Journalism.
Having secured Tom Kenley's cooperation.
Lee made an appointment with George Elia,
staff assistant to the city manager, who became
the other Resource Person for this project. While
getting acquainted, they toured the offices at
City Hall, where Mr. Elia had worked for twelve
years. His current responsibility was drafting
measures which the city manager proposed to
the city council. It was Mr. Elia, in fact, who had
originally drafted the fluoridation measure which
was now the subject of heated controversy.
Based on suggestions made by Mr. Elia and
using some of the interviewing techniques he
had learned from Tom Kenley, Lee began to
interview various of the personalities involved in
the fluoridation measure, including the cam-
paign manager of the forces trying to overturn
the measure, public health officials, environ-
mentalists, and the city attorney who had
handled the suit when antifluoridation forces at-
tempted tc seek an injunction keeping fluoride
from being added to the city’s drinking water.
Working with both Resource Persons and his
LC. Lee was soon able to formulate the major
outcomes of his project in a detailed project plan.

1. T will describe in outline form the following
three occupations: staff assistant to the city
manager, political consultant, and city attorney.
Each outline will include the following informa-
tion: roles and functions of the job; working con-
ditions; and outlook, qualifications and features
of the job as they rclate to my own career
interests. These outlines will be reviewed by Mr.
Elia for correctness.

2. 1 will write two 500-word newspaper articles
acceptable to Mr. Kenley. One of them will com-
pare the values and other factors motivating the
pro- and anti-fluoridation factions. In the other, |
will discuss the public health implications of fluo-
ridation. These articles will be based on inter-
views | will conduct with members of both cam-
paigns as well as with public health officials. | will
also make a bibliography of the literature of fluo-
ridation and review the major works.
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L ee was fascinated by the personalities of the
.ndividuals involved in the campaign and
compiled several hours of taped interviews with
them which impressed Tom Kenley. From the
onset. however, he had trouble with th.- ~econd
article. The literature on fluoridation - s vast.
and while the weight of “reputable” medical
opinion was in favor of the measure, Lee had
interviewed doctors who vehemently argued
against it, claiming that although fluoride unde-
niably prevented tooth decay, it also did long-
term damage to bone, cartilage and other tissue
growth. While Lee felt he had learned a good
deal about the matter, he decided to revise his
project to eliminate the second article.

Lee was deeply involved in the campaign up
to election day. From his experiences, inter-
views, discussions, and reading, he drew the fol-
lowing conclusions:

1. The campaign-to repeal the fluoridation
measure lost primarily because the medical es-
tablishment opposed it.

2. Nonetheless, far more voters had supported
the referendum than had been anticipated; op-
ponents of fluoridation were more committed
and better organized than its proponents.

3. Thecity’s white middle- and upper-class had
a much larger voter turnout than any of the eth-
nic groups and had therefore effectively deter-
mined the outcome of the election.

Lee had particularly enjoyed constricting a
voter precinct map; it enabled him to visualize
how socio-economic and ethnic groups voted by
neighborhood. Although his project had been
scaled down to just one article, the piece he sub-
mitted profiling the leading personalities in the
pro- and anti-fluoridation camps impressed Tom
Kenley so much that he got it printed on the
editorial page of the post-election wrap-up
printed by the News.

As the Spring semester drew to a close, Lee
summed up his experiences: “I'm more aggres-
sive and efficient about getting things done. I'm
less shy and much more open to people. I feel |
know what's happening out in the world.”
Having worked in a “print medium,” he planned
to explore broadcasting during his senior year.

Q

He was thinking seriously of going on to college
to major in journalism or perhaps telecommuni-
cation. He had concluded that although journal-
ists have to meet tight deadlines. there was
plenty of “mental elbowroom.”

~
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Evaluation
—vaiuarit .

Since its inception, Far West Laboratory’s EBCE program has been carefully monitored and eval-
uated by an internal staff and external review teams from the National Institute of Education and the
Educational Testing Service. Evaluation efforts have concentrated not only on measuring EBCE’s
impact on the development of basic skills but also on determining the extent of change of Far West
students’ attitudes toward their school, their future, and themselves.

Far West School has had a sizeable number of students, some of whom have participated in the
program for all three years of their high school career. The student body has been selected to reflect a
cross-section of the local high school population in terms of ethnic background. male /female ratio.
socic-economic status, and scholastic achievement.
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Highlights of Evaluation Findings
F/ﬁ_—-}—

Student Attitudes The vast majority of Far West students responded positively to interviewers
questions about their attitudes and experiences. Ninety percent of them indicated that FWS helped
them form their post high school plans for work or college, as opposed to 50 percent of Oakland Public
Schools control group students. Far West students also rated their school higher than the control group
when asked about its ability to help them assume responsibility, evaluate their own performance. and
organize their activities. They felt that during their education at FWS they had been treated like adults.
been able to pursue interests they considered genuine and important, and had learned how to get
along with others. Over 85 percent of them expressed a strong preference for FWS over the school
they had previously attended. A similar number stated they were more motivated to learn at FWS than
at schools previously attended. Their enthusiasm was reflected in the fact that of 108 students in the
program at the beginning of 1974-75, only four withdrew from school.

Parent Attitudes. Eighty percent of all parents interviewed indicated a preference for Far West
over the schools previously attended by their children. They rated FWS highly on its ability to develop
positive attitudes toward self in the students and to make them assume responsibility for their own ac-
tions. Many parents reported marked student growth in self-confidence, poise, independence, and
motivation to learn. Nearly all of those questioned indicated that they would send their children to
FWS if again given the choice.

Community Participant Attitudes. A significant majority of the Resource Persons ques-
tioned felt positive about their interchange with FWS students. Over two-thirds of them said they
thought experiences at the resource sites had been worthwhile and that in working there students had
increased their job knowledge and abilities. Most of the RPs indicated that they would continue to serve
in the program and urge others to also become involved.

Basic Skills. On standardized tests, FWS students showed solid improvement in reading and
computational skills. In a writing sample evaluated by an independent team of local high school English
teachers, students showed a significant increase in their knowledge of the mechanics of writing and in
the maturity and effectiveness of their written thoughts.

Follow-Up of Graduates. Thirty-four students had graduated from Far West School by
January, 1975. Of those responding to evaluators’ questionnaires, 73% are now attending school full-
time, including the University of California (Berkeley, Santa Cruz, and Davis campuses). California
State Universities (Humboldt, Chico, Hayward, and others), private universities and colleges (Fisk.
Mills), and community colleges. Many of those in school are also employed part-time; 17% of the
respondents are working full-time. Nearly all graduates (35%) feel strongly that FWS provided them
opportunity for investigating potential careers and for making realistic future plans. Most (89%) feel
their FWS experiences helped them decide what they should do after high school.




Program Materials

The following handbooks. materials,and procedural aids have been developed to guide and assist
adopters in planning and implementing an EBCE program based on the Far West model.

General

Far West tape-slide presentation. Explains the EBCE concept and illustrates the learning process.
The Community is the School. A brochure describing the Far West EBCE program.®

*Easiiv adaptable for local use

Management

Admiristration Handbook. Describes staff roles and qualifications. logistical requirements. and
administrative procedures.

External Relations Handbook. Provides guidelines for developing and maintaining relationships

with local schools. community groups (unions, parents, and significant others). and the establishment
of a policy advisory board.

Student Recruitment and Selection. Describes student recruitment and selection procedures.
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Resources

Resource Development Handbook. Explains procedures for the recruitment, analysis. develop-
ment. and maintenance of learning resources in the community (RPs, ROs. and CRs).

Guide for Resource Persons and Community Organizations. Pamphlet designed to orient
resources in the community to their role in the Far West EBCE program. *

Package Development Handbook. Describes procedures for developing. using. and updating
packages as tools to facilitate student project planning in a variety of subject or career areas.

‘Easily adaptable for local use

Guidance and Instruction

Student Orientation Handbook. Describes processes for orienting new students entering the
EBCE program.

Learning Coordination Handbook. Describes processes for entry assessment of student needs
and interests, student program planning, progress monitoring (including on-going assessment of
needs and interests), credit assignment, record-keeping, and guidance (the role of the learning coor-
dinator in facilitating student learning programs through individual and group sessions).

Supplementary Curriculum Handbook. Describes staff roles and processes for arranging, using,
and coordinating supplementary learning resources and activities, including individual and small-
group tutoring, workshops, external courses, and instructional materials.

Project Planning Packages. Commerce, Communication and Media, Life Science. Physical Sci-
ence, Social Science.

Program Forms. Single copies of the forms and instruments used as aids in planning, scheduling,
monitoring, and evaluating student learning activities.

oD
.




profit organization located in the San Francisco
M 4 Bay Areaand is supported in part by the Depart-
ment of Health. Education, and Welfare. The Far West
EBCE project is part of a national program funded by the
National Institute of Education. The opinions expressed i
this publication do not necessarily reflect the position o
policy of The National Institute of Education.

The Far West Laboratory for Educational
@ Research and Development is a public non-
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This handbook was created by the FAR WEST LABORATORY FOR EDUCATIONAL RESEARCH
AND DEVELOPMENT under contract to the National Institute of Education (NIE).
The opinions expressed here do not necessarily reflect the opinion of NIE nor
endorsement by any other government agency.
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% Far West Laboratory was established through a Joint Powers Agreement %
4 in February, 1966. Signatories, as of January, 1976, include the %
¢ Regents of the University of California; the California State Board %
% of Education; the Trustees of the California University and State %
% Colleges; the Board of Education of the San Francisco Unified School &
2 District; the Regents of the University of Nevada; the Nevada State %
% Board of Education; the Board of Regents of the University of Utah; ¥
i+ and the Utah State Board of Education. %
%  The Laboratory's mission is to carry out surveys, research, develop- ﬁ
+ ment, and demonstrations in education and to disseminate information g
% derived from such activities; accompanying programs of teacher, b4
% administrator, and parent education are also a focus of the Labora- $
i tory's work. Programs conducted by the Laboratory are intended to 4
3 offer a clear and firm prospect of being implemented by schools and b3
% other educational agencies. In the course of these efforts, the aim $
£ is to assure that the evaluated outcomes of research and development %
@ are presented effectively to schools and other educational agencies. %
4
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Introduction

Planning, operating, and assuring the continuance of an alternative
educational program is a challenging task in these years of tight budgets and
public demands for quality education. It is Tikely to be especially demanding
when that program uses the entire community as a classroom and gives students
a central role in deciding what they will learn and how they will go about it,
as does Experience-Based Career Education (EBCE)..

While the administrative concerns .of assuring that operational plans are
well-formulated and followed, that standards of quality are establi:hed and
applied, that educational goals are understood and consistently pursued, and
that expenditures are reasonable and necessary must be shared by all program
staff members, the responsibility and authority for EBCE program administra-
tion should be centralized on-site in the position of a program director,
staff team leader, master teacher, or whatever organizational title is commonly
used within your district. {Throughout this and other handbooks, the Program
Director title has been used.)

It is recognized that small or growing EBCE programs may well need to com-
bine the responsibilities of a Program Director with those of another staff
position. Some may even choose to rotate this set of responsibilities among
staff members. Whatever organizational arrangement is chosen, some one staff
member should be "in charge" at all times. This is especially important in
dealing with Resource Persons and Resource Organizations in the community; but
students, parents,'district and/or campus administrators, and staff also need
to know whom to see when they have a program-related problem requiring decision
or action by someone in authority.

While this handbook discusses topics of concern to all EBCE staff members,
and should be read by each of them, it is addressed primarily to the on-site
Program Director. It focuses on administrative matters not dealt with in
other handbooks in these volumes. The topics, arranged alphabetically for
easy reference, were suggested by questions frequently asked of Far West




Laboratory (FWL) EBCE staff by administrators of programs adopting or
adapting the FWL-EBCE model.*

This handbook is not intended to stand alone. It must be used in
conjunction with the following documents, which describe the Far West EBCE
model and provide guidelines for implementing and operating the program:

MANAGEMENT

1. Program Overview
3. External Relations
4. Student Recruitment and Selection

RESOURCES

5. Resource Development
6. Guide for Resource Persons
7. Package Development

GUIDANCE AND INSTRUCTION

8. Orientation
9. Learning Coordination
10. Supplementary Curriculum

PROJECT PLANNING PACKAGES

11. Commerce

12. Communications and Media
13. Life Science

14. Physical Science

15. Social Science

* The Far West Laboratory's EBCE model was developed and tested at Far West
School (FWS) in Oakland, California. Throughout this and other handbooks,

the experiences of Far West School staff and students are used to illustrate
key points.




Academic Credibility

You should be alert to the legitimate and serious concern of parents,
students, and others that EBCE students will receive a quality education and
that state and local graduation requirements will be met. From the beginning,
you should establish and maintain the program's reputation for awardiné
academic credit only where credit is due, in kinds and amounts that are credible
and legitimate. You should assure that students, parents, and your colleagues
in education are informed of the criteria you use in awarding credit for ex-
perience-based learning, as. well as your criteria for judging the acceptability
of student-designed programs and projects. The project planning packages
were designed in part to provide EBCE staffs with yardsticks for determining
how much and what kind of credit students should earn for experience-based
learning projects. (The Package Development handbook explains how these stan-
dards were developed.) Credit assignment criteria and procedures are discussed
in detail in Learning Coordination.

Of course, you may need to modify the packages to meet local needs and
constraints. In any case, you should show and carefully explain the packages,
or other locally developed guidelines for awarding credit, to teachers and
administrators in your school{s) and seek their critical comments and sugges-
tions for improvement.

Your efforts to explain your program and academic standards to others
will be more credible if you are able to speak knowledgeably about the kinds
of activities EBCE students are engaged in at the school and in the community,
the kinds of projects they are working on, and the kinds of credit they can
expect to earn when they complete them. You should also be prepared to handle
questions about grades, attendance or participation requirements, and similar
matters.

Although EBCE students should be able to earn credits in any subject area
through projects or other learning activities, the distirict or the state may
place constraints on the amount or kind of credit you may award students for
experience-based projects. For example, the district may say that you cannot
award laboratory science credits unless the student is enrolled in a regular
laboratory course, or that you may award credits only in those subjects that
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appear on the district's official Tisting. The district may also limit the
number of credits that can be earned in a particular subject, such as English
or career exploration, in a given term. You must determine what policies
govern credit assignment in your school and be sure your staff understands
how to apply them. Don't covertly criticize your district's system or apolo-
gize for it to parents or students. If you believe some of the requirements
are inappropriate, work within the system for change or suggest compromise
solutions to central office personnel.

Students can sometimes mislead their parents with misinterpretations of
the program's purpose, standards, and expectations. Be sure that students
and their parents understand EBCE's goals and how the program works. The
recruitment and selection process is the first opportunity you have to inform
them about EBCE. (See Student Recruitment and Selection.) What is learned
there can be reinforced at parent meetings and through parent/staff conversa-
tions.

Of course, the best method of assuring the community that the quality of
education offered is high is by consistent and equitable application of re-
quirements and academic standards. Because you and your staff may well be
called upon by individual parents, educators, or board members to prove that
you practice what you preach, you should be very sure that student activities
and. projects are properly planned, that learning is documented, and that credit
awarded is backed up by evidence in the student's files. That evidence should
include plans, products, and performance evaluations by staff and resources
with whom students worked.




Administrative Style and Responsibilities

As the EBCE Program Director, you will oversee the daily activities of
the staff; be responsible for managing funds; meet with parents, business
and labor groups, the press, and other members of the community as necessary;
serve as a member of the Policy Advisory Board (see External Re]ations)} and

exercise responsibility for matters of health, safety, fire prevention, and
security.

Further, you must assume other responsibilities unique to the program's
purposes, structure, clientele, staff, and community characteristics. Like
all school administrators, you will develop a unique style of leadership
which will become a noticeable part of your program's image. Far West Lab-
oratory's experience with the prototype Far West School, and with the earliest
adoptions of EBCE in other districts, suggests that certain characteristics
of administrative style are essential if the program is to succeed. An EBCE
Program Director must:

e be seen by staff and students as accessible to them and helpful
on matters concerning instruction and learning;

e avoid being used by students to circumvent decisions made by
other staff members, taking a fact-finding, problem-solving
approach to all issues and questions brought before him*;

e be effective in the use of small-group leadership techniques
that draw out and support maximum creative effort from the
staff and maintain open communications among its members;

e be willing and able to become directly involved in operational
tasks even though they are usually performed by other staff,
such as conducting advisory group meetings and project seminars,
recruiting and developing resources, and helping students plan
and carry out their educational programs; and

e be able to interact comfortably and effectively with community
leaders, including those in business and labor, obtaining their
involvement and support.

* Through these volumes we have generally used the masculine pronouns he, him,
and ndis in instances where we obviously mean to refer to both male and fe-
male students, staff, or resources in the community, We were unable to
find an alternative that was not cumbersome.




Attendance and Reporting

Individua1izing student programs and using the community as a classroom
pose some problems for keeping track of attendance. However, you can still
obtain a high degree of accuracy in attendance reporting if your Learning
Coordinators (LCs) do a good job of monitoring students' activities. (See
the section on Progress Monitoring in Learning Coordination for more details.)

Students are asked to plan their activities each week on a Weekly Activ-
ity Schedule, and to update the schedule daily if activities or appointments
with resources are added or changed. The schedules are posted at the begin-
ning of each week outside the LCs' offices so that students can enter new
appointments or revised plans as soon as they are made. The LC is responsible
for knowing, or being able to find out quickly, the whereabouts of each of his
students. The schedule enables the LC to do this and to dcuble-check at the
end of the week whether the student's attendance and activities conformed to
his plans. (The student also keeps a copy of his weekly schedule. Parents
should know that they can ask their child to show them his schedule for the
week.) At the end of each week students complete a Student Activity Report
listing resources visited, meetings attended, and other program activities,
including the time spent in each. The LC should review these to assure that
the student put in a full week's work and met his commitments to resources
and others. He should also contact a sample of the resources visited by the
student to assure that the student in reporting his activities accurately.

At Far West School, LCs maintained daily records of student attendance
in the same kind of attendance books used by teachers in the Oakland schools.
At the end of each week, the school Secretary used these records to compile
attendance reports to send to the district office.

The effect of attendance on program funding and the need for accurate
reporting should be explained to students. Likewise the need for staff to
know where and how to reach students during school hours should be explained.
A student who, because of illness or other legitimate reasons, cannot keep an
appointment with a resource is expected to phone his LC and the resource. Any
time a student will not be coming to the school and does not have a scheduled
appointment, he must call his LC to tell him where he will be and why.
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There are many legitimate learning activities that may take the student
away from the school site, yet do not involve visiting Resource Persons (RPs),
or Resource Organizations (ROs). For example, the student may do research at
the public Tibrary or elsewhere in the community, conduct a survey related to
his project, take photographs and develop them, study plant life in a park,
or collect insect specimens for examination and classification. If LCs are
familiar with their students' projects, and have been keeping track of their
progress, they will know whether a particular student is out in the community
on school business. They will also know when to suspect truancy.

When an LC detects attendance problems with a particular student, he
should immediately confer with the student to identify the reasons, explain
the consequences of continued poor attendance (little or no credit and possible
transfer from the program), discuss the possible need for parental involvement,
and ask the student to decide what he intends to do to remedy the probiem.

. Should truancy continue, the LC contacts the student's parents, and may request
a conference with you (the Program Director), the student, and his parents to
determine whether EBCE is serving the student's needs. (See the section on
student entry and exit, page 35.)
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Budget Planning and Administration

FWL-EBCE is designed to be operated at a cost generally equivalent to
average per-student costs at an urban comprehensive high school. Our ex-
perience to date suggests this is feasible, but there are additional, start-
up costs that occur the first year. Because each local school system is
unique, it is impossible to provide detailed budget information that would
be truly useful to all adopting districts. States' school finance structures,
teachers' salaries, initial program enrollments (from as few as ten to as many
as several hundred students), and the costs of school facilities all vary
widely. Even so, the information presented here and in other handbooks may
help you plan your budget and control expenditures. (It is recognized that
in many districts the Program Director will be selected only after an initial
budget has been adopted. You should, however, be involved in budget planning
in subsequent years.)

Wherever possible, you should seek to have major, if not complete, control
of expenditures. To do this, you must develop a working relationship with
district business office personnel so you can learn their system, become part
of the approval process on all expenditures of EBCE funds, and earn a reputa-
tion as a cost-conscious and “"tough" budget manager. By these steps you can
do much to ensure the continuation of the program.

The single most important variable affecting per-student cost of EBCE is
the staff/student ratio. While the prototype FWL-EBCE was under development
in Oakland, California, the per-student costs were high; but the student en-
rollment n'mbered only 30, 60, and 100 for each of the three sucressive de-
velopmental years. Additionally, there was considerable experimentation with
different and sometimes costly staffing patterns. During the second year,
the Oakland district's finance office furnished cost and budget information
which enabled the Laboratory to make projections based on three different
enrollment figures of 100, 250, and 500 students. From this 1974 study, it
was hypothesized that a program enrolling 250 students could operate for a




year at $100 per student more than the base revenue.* It was alsc estimated
that, at an enrollment of 500 students, EBCE could operate at a cost equiva-
lent to base revenue.

As yet insufficient data are available to demonstrate the validity of
the above figures; however, recent experience has been encouraging. Specif-
ically, the Oakland Unified School District in school years of 1975-76
assumed full responsibility for the operation of Far West School, increasing
the enrollment to 220 students in the 10th, ‘11th, and 12th grades. With the
exception of start-up expenses and costs associated with being the FWL-EBCE
demonstration site, Oakland will be operating Far West High School at approxi-
mately its district-wide revenue. The school is staffed with professionals
selected entirely from the ranks of credentialed teachers and counselors
already employed by the district. The school Secretary is the only former
FWL employee now employed by Oakland. The staff is organized as a separate
city-wide high school under the general direction of an Associate Superintendent
of Schools. Far West High School is organized as shown in Exhibit 1 on the
following page.

Your own staffing pattern will, of course, vary depending on student en-
rollment and available funds. In addition to budgeting for staff costs, you
will need to estimate costs for student and staff travel to and from resource
sites in the community, for telephones, for printing of project planning
packages and forms used by students and staff, and for instructional materials
and supplies. You will also need a copy machine so that students can make
copies of Project Plans and products for themselves and their resources.

(The originals should remain in the staff's files.)

Although personnel costs comprise a major part of the budget, and staff
salaries are not controlled by on-site administrators, you can still have
some effect on per-student personnel costs:

e Monitor student attendance (ensure that LCs contact parents
to verify excused absences, spot-check records, and so forth)
so that maximum credit is given for average daily attendance.

Such monitoring can help detect and correct attendance problems
and thus raise the base revenue per student.

* "Base revenue" is a California term for an annual rate of aliowable income
per student. It is comprised of basic state aid, equalization aid, local
property tax income, and an inflation aliowance. Revenue from federal and
state projects, excess cost allowances, and miscellaneous incomes are not
included.
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e Be alert to any slippage in enrollment and fill openings as
soon as possible. The per-student cost is usually budgeted
on a full-quota enrollment plan, so any reduction adversely
affects it -- which is why you ought to select more students
than your desired student enrollment. (See Recruitment and

Selection.)

Develop a variety of alternatives 7or staffing the tutorial
pool (if you have one), such as qualified college students
enrolled in teacher-education programs and needing practical
experience, students eligible for work-study grants, peer
tutors, and volunteers from comunity-service organizations.
Help the Skills Specialist maintain a pool of effective and
interested tutors and ensure that the tutors hired are, in
fact, needed.

Exhibit 1

Far West High School Staffing Pattern
(For 220 Students)

PROGRAM DIRECTOR

SECRETARY
LEARNING COORDINATOR SKILLS SPECIALIST RESOWRCE ANALYST
LEARMNING COORDINATOR
LIZARNING COORD INATOR TUTORS
(University students
on work-study grants)
— LEARNING COORDINATOR
L LEARNING COORDINATOR
LEARNING COORDINATOR
LEARNING COCRDINATOR
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Non-personnel costs represent only a small percentage of tie total
budget, but they can be controlled more easily than personnel costs. For
example, if students are issued bus tickets or tokens for public transpor-
tation, require them to enter their destinations in a log and provide them
only the number of tickets necessary for round-trip transportation. Alter-
natively, you might estimate the average allowance per student and simply
jssue that number to them each week. (This method might cost less than
spending staff time to assure that the bus tickets are used for school business
only.) If a student's needs exceed the average, his LC could authorize ad-
ditional tickets. .

Telephone costs are another item that can be controlled. The major ex-
pense stems from the number of instruments installed, but don't have too few.
Students, s*aff, and resources must be able to call in and out without major
delays. A good ratio is one telephone for every 25 to 30 students.

Although students must have access to reference materials, you should
avoid purchasing what is easily available to them in the community. (See
Supplementary Curriculum for a discussion of what should be on hand at the
school and what is ordinarily available elsewhere.) The copy machine should
be available to students, but located so that a staff member can oversee its
use. Finally, in controlling non-personnel costs, don't underestimate the
value of asking the students to help solve problems.
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Communications

Your staff will be working with students in a new way, teaching new
things (decision-making, problem-solving, and planning), having to deal with
different kinds of problems, and often using unfamiliar teaching strategies.
Effective communications, therefore, are vital to program success. You
should hold regular staff meetings where problems, instructional strategies,
and successes can be shared.

These weekly or biweekly meetings are as important to staff as advisory
group meetings are for students. The staff members need to discuss probiems
they are encountering in working with students, such as helping students
overcome freedom shock, resolve fears about working with strangers in the
community, or take more initiative in planning their own learning programs,
Books and articles that describe useful teaching strategies also should be
discussed and shared. Techniques and tactics used by various staff members
should be explained and their effectiveness assessed. Staff meetings can
also be used to bring in guest educators to provide in-service training,
share the latest research results, and help the staff solve any internal
problems.

These should be the major purposes of staff meetings, but they are also
necessary to "take care of business," such as keeping the staff abreast of
district decisions that may affect the program, asking the staff's opinion
on purchasing needs, and planning program-wide activities like graduation
and credit assignment. _

LCs occasionally should sit in on each other's advisory groups, project
seminars, and, if possible, individual student conferences. Each LC will have
a style and will use teaching methods different from those of his colieagues.
Each of them can benefit from his colleagues' skills and experience by ob-
serving them in action and offering feedback and constructive criticism.
Permission should always be sought before one staff member observes another.
The observer should discuss his observations with the subject as soon as
possible. VYou can facilitate this process "y substituting temporarily for
a staff member who wishes to observe a colleague. '

()]
b
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Weekly bulletins can help LCs keep their students informed of up-
coming events and general announcements. Items of particular importance
can be highlighted by LCs in advisory group meetings; otherwise the bulletin
should be posted outside LCs' offices. These bulletins should include such
items as:

e dates and times of regularly-scheduled activities,

e special events,

¢ open houses for parents and students,

e prescheduled Orientations at resource sites for groups of students,
e resource visits to the school,

e parent meetings,

e deadlines for submitting plans or products,

e updated information on resources and newly-developed resources,
o films,

e schedule changes for tutorials and workshops, and

e student behavior concerns.

Parent meetings are usually held at the midpoint and end of each term.
The purpose of these meetings is to keep parents informed about the program
and to enable them to chat informally with staff about the progress of their
students. Parents should also know when and how they can reach their students'
Learning Coordinator if they have a question or a problem.

Your communications with the district administration are also extremely
important. The more the central staff knows about EBCE, the more inclined
and better able it will be to support the program with the School Board and
in the community. You want, as much as possible, to have EBCE considered a
regular part of the district, not an offshoot. Make sure your program is
represented at meetings called by the district. Invite district personnel
to visit your school and observe activities Keep them informed about stu-
dents' project activities. Caution those of your staff who attend district
meetings to never try to build EBCE's image by criticizing regular high
schools; this tactic may cause irreparable damage. The Policy Advisory Board,
if one is organized, can also help you keep the district and other segments
of the community informed about EBCE activities. (See External Relations for
a discussion of the functions of such an advisory board, as well as general
principles and specific methods of communicating with the program's constitu-
encies.)

43

14




Extracurricular Activities
and Social Events

Except perhaps for a school picnic or other ice-breaker at the beginning
of each term to help students get to know one another, and graduation cere-
monies at the end of the year, the Far West EBCE model neither incorporates
nor precludes specific extracurricular activities or social events. Special-
interest activities (such as foreign affairs, bridge, or back-packing clubs;
social events such as dances, picnics, and excursions; and other organized
school activities such as student goverhment, a newspaper, a debate team, or
competitive team sports) should begin and be maintained because students want
them enough to organize and work on them, not just because the staff, or
parents, have an interest in them.

We live in a society replete with service, sporting, recreational, spe-
cial interest, political, intellectual and other kinds of volunteer organiza-
tions that work because their members want to, and know how to, plan and
organize group activities. Students entering the world of adults ought to
learn how to plan and organize their own avocational activities, whether
solitary or group-oriented. You should help them Tearn how to do what they
want to do, but if you plan it all for them you deprive them of the opportu-
nity to Tearn to plan and organize for themselves.

A11 of the above is not to say that group activities are unimportant.
Advisory group meetings and project seminars are important mechanisms for
assuring that students -- otherwise engaged in their individual and very
different programs and projects ~-- get to know one another, exchange ideas,
opinions and feelings, and develop a sense of being part of the larger
student body.

Far West School had a large room set aside as a student lounge area
once morning advisory group meetings were over. The lounge, furnished in
part by the students, was an active hub of the school, used for meeting
friends, informally sharing experiences and ideas for projects, helping one
another work out plans for projects, and organizing extracurricular activi-
ties and social events.

4}
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As a separate, city-wide high school with a small enrollment, Far
West School could not support a regular football, baseball, or basketball
team. The staff did arrange for interested students to participate in
intramural sports activities at high schools in their neighborhoods. Other-
wise, Far West students arranged their own sporting events. Several inter-
ested students organized a basketball team, practiced in a nearby church
basement, and arranged to play against some other alternative schools in the
area -- with staff members recruited as cheerleaders. They also organized
and planned picnics, field trips, dances, and a variety of other group
activities. '

If your program is located within a larger high school campus, it should
be simple enough for your students to participate in the school's sports pro-
grams, band, orchestra, clubs, social events, or other extracurricular activ-
jties. If not, your staff should decide in advance its policy on "providing"

"students with organized social and extracurricular activities, or encouraging
the students tc organize their own. If you choose the latter, staff should
be available to serve as resources as requested, to help students plan and
carry out activities, or to chaperone events or excursions organized in the

name of the school. Whatever your policies, be sure they are explained early
to students and to their parents.

45
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Graduation

Each FWL-EBCE site maj differ on the handling of graduation exercises.
At Far West School, during years when many students elsewhere were blasé
(if not scornful) about such traditions, students on their own initiative
planned rather lengthy and elaborate ceremonies. These were in addition to
the regular high school graduations where they received their diplomas.*

If your program is located on a regular high school campus, your stu-
dents will be participating in the school's regular graduation exercises.
Even so, a separate EBCE graduation event of some sort may be desirable. It
can help weld student body spirit and pride in the program and aid in building
support from parents and other community members.

Whether held separately or as part of a traditional ceremony, the gradu-
ation exercise ought to recognize key persons associated with the program.
Perhaps most important is the need to honor the resources who have given time
to the students. Far West School gave “Certificates of Appreciation” to its
most active resources. Legislators and other political figures who supported
the program, some of whom were themselves resources,'were invited to the ex-
ercises and acknowledged from the dais.

Students should play a major role in planning and conducting their
graduation ceremoniges, with assistance and coordination from a staff member.

- Information concerning students' projects can be of interest to the audience,
and will make the ceremony more personal. This is especially true when some
of the students themselves participate in the presentation by introducing
guest speakers and staff.

* During the three-year development period, Far West School students were
registered at a regular high school, where that principal and a counselor
signed off on EBCE credits and the diploma.
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Insurance and Liability

Insurance coverage has been and is a complex problem, especially when
students are using the community as their classroom. The Laboratory's solution,
in operating an EBCE program for three years in Oakland, may not be the same
as a scnool district's. Each EBCE site to date has taken a somewhat different
approach to the purchase of coverage. Remember, though, it is impossible to
purchase insurance to cover all contingencies, and though most states provide
some immunity for school employees, no policy can ensure that a school emﬁ]oyee
will not be sued. Be aware also that liability issues are not unique in EBCE;
indeed, most insurance issues affecting EBCE would also apply to a regular
high school. Experience suggests that potential liability will not deter
resources from participating.

Any plan must be concerned with the following possibilities:

¢ A student could be involved in an accident while traveling to or from,
or while participating in, field experiences.

e Resource Persons and Orcarizations could be held liable for personal
injury or property dam:ge, &s Sould school employees.

e Resource Persons, though covered by their employers' workmen's compen-
sation insurance, could be injured while working with an EBCE student,
for which injury the school could be held liable.

e Resource Persons, using their personal vehicles to transport an EBCE
-student, may not be adequately insured against potential Tiability in
case of an accident.

You must work closely with district administration to become thoroughly
familiar with all aspects of your district's insurance coverage and potential
problems. If the district advises that all is in order, you should become
conversant with all relevant provisions of the coverage, keeping a copy of
.1e policies on file. The principal sources of information are the schools’
legal officer and the insurance broker(s) who sold the policies. If coverage
is not yet secured, you should immediately engage these same people to obtain
it. For whatever help it may be, the Laboratory's EBCE insurance coverage
while operating Far West School is described in the following paragraphs.

19 4.
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Student Coverage

Each student was covered while traveling to and from resource sites, as
follows:

Accidental Medical: $5,000 mayimum ($25 deductible)
Accidental Death or Dismemberment: $5,000 maximum

In addition, any personal injury or property damage for which the Far West
Laboratory or an FWL employee was liable at law (whether through negligence
or intent) was covered up to $2,000,000 by the Laboratory's general liability
policy. This included automobile-connected injury, but for this purpose
Resource Persons did not qualify as Laboratory employees.

Resource Organization Coverage

In addition to the above, any personal injury or property damage for which
a Resource Organization, or a Resource Person working for the Resource Organi-
zation, was liable at law was covered up to $2,000,000 by FWL's general
liability policy, provided that the Laboratory executed an Agreement for
Participation in EBCE holding the Resource Organization and its Resource Persons
harmless and filed the Agreement with the insurance carrier.

Each Resource Organization which so requested obtained coverage under FWL's
$1,000,000 policy covering general 1iability at law for personal injury to a
student resulting from any negligent or intentional tort on the part of the
Resource Organization. This was requested in so few instances that the
extension did not affect the premium rate.

Resource Person Coverage

Each Resource Person was covered by FWL's workmen's compensation policy
while working on a volunteer basis for EBCE. A log was kept by program staff
of all Resource Person contacts and a summary of the log was forwarded to the

20
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Laboratory's payroll department at the end of each month. This coverage was
supplemental to the Resource Person's coverage through his employer, and was
operative only when the person was actually on Far West School business.

In addition, any personal injury or property damage for which FWL or an
FWL employee was liable at law (whether through an intentional or negligent
tort) was covered up to $2,000,000 by the Laboratory's general liability policy.
This included automobile-connected injury, but for this purpose Resource Persons
did not qualify as FWL employees.

Automobile Liability

Resource Persons using their personal vehicles for EBCE business were not
coveraed by the Far West Laboratory's automobile liability policy. Therefore,
they were required to provide evidence of insurance to the school before
transporting students in personal automobiles. This applied both to Resource
Persons and to students who might be asked to chauffeur other students. The
Program Director was responsible for assuring compliance with this provision.

Your staff members might be provided with a supply of the business cards
of the district's legal officer and insurance broker to give to resources and
others who request further clarification of the coverage.
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Legal Issues

Before and since the inception of EBCE, several studies were conducted to
identify legal issues that might affect educational programs that permit students
to earn academic credit for individually-planned activities in the community.
Perhaps the only valid generalization derived from these studies is that indi-
vidual states vary tremendously in the scope of their educational codes. There
is even some disagreement among the states on the purpose of such laws. For
example, in some states specific legisiation is required before a school is
authorized to adopt a new program, while in others the requirement is simply
that no existing law specifically prohibits the adoption. Therefore, you
should become well versed in your state's educational code, particularly as it
pertains to educational requirements for individualized, experience-based,
career-oriented alternatives to the regular high school.

The general provisions of the labor law, which apply to all states, will
not affect EBCE students because their learning experiences at resource sites
do not classify them as workers or employees. However, if a student holds a
part-time, after-school job, labor law does apply. Similarly, if work-experi-
ence credit is assigned, care should be taken to ensure that it is in compliance
with the state education code requirements. As administrator you must be sure
your staff understands the complexity of this law and how it applies to EBCE
students.

In addition to being well-informed about the relationship of EBCE to labor
law, you should avoid the improper use of terms which may create the impression
that EBCE students engage in productive work, rather than in career-oriented
learning experiences. A few of these terms are "job," "job site," "work
assignment," "supervisor," and "employment site." Remember, EBCE students
work with, not for, Resource Persons and Organizations in pursuing their

experience-based learning projects.

ol
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Schedules

Although each student works out his own schedule of activities, students
do have some events in common. Advisory group meetings, project seminars,
staff office hours, and tutorials should occur at fixed times each week. So
that students can better plan their activities and schedule their time, these
events should be posted on a master schedule. In order to avoid forcing stu-
dents to choose between two recessary activities, you and your staff need to
plan carefully when these meetings will take place.

Each Learning Coordinator meets with his students in advisory group
sessions two or three times a week for a total of three hours. When a group
is larger than 15 students, it is recommended that the LC divide it into sec-
tions for these meetings. You have some obvious choices about how to schedule
these meetings: three times a week for an hour each, or twice a week for an
hour and a half. If the groups are divided into sections, the schedule is
complicated by having to hold more meetings, and your LCs may wish to have
their entire groups get together once a week as well, Don't schedule any
required project seminars at the same time as a required advisory group meeting.
Schedule essential tutorials concurrent with an advisory group meeting only if
you can offer more than one tutorial section. An example of a master schedule
is shown in Exhibit 2.

Each project seminar should be held twice a month at the same time and on
the same day; for example, at 11:00 a.m. on Mondays. Each seminar is given on
a particular day so that students always know when it will take place. On
alternate weeks when the seminar is not meeting, the Learning Coordinator who
serves as Package Coordinator should be available for individual consultation
with students working on projects in that area.

Tutorials and workshops are usually conducted two or three times a week.
The schedules for these activities depend in large part upon the tutors'
schedules, but also upon when advisory groups and project seminars meet. That
is why it is preferable not to hold advisory group meetings every day of the
week, so the Skills Specialist has greater flexibility in hiring tutors
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and scheduling supplementary activities. For evample, tha Skills Specialist

may find a highly qualified tutor in math who can work with students only from
9:00 a.m. until 11:00 a.m. on Tuesdays and Thursdays. Unless he can find

another tutor who can come at other times, some students will be forced to

choose between their advisory group meeting and working with the tutor, Further-
more, intensive work in basic skills has been found to be most effective early

in the day, when students are stil] fresh.

Staff members shoyld set aside a couple of hours a day for office hours.
During this time they will be meeting with stydents by appointment or on a
drop-in basis. (LCs should meet with each of their students at Teast half an
hour a week. ) Learning Coordinators must also have time to contact resources
to monitor their students' progress. Many of these contacts can be by telephone,
but some must be on-site visits so that they can see what kinds of things sty-
dents do and provide the resource with some personal contact from the EBCE staff.
(See Learning Coordination for further discussion of progress monitoring pro-

cedures and techniques.) You must be sure that Learning Coordinators are using
their time effectively and allowing time for these key tasks. Exhibit 3 provides
a sample schedule for a Learning Coordinator with 20 students and an 8:30 to
3:30 workday. Of course, if your LCs are faced with the necessity of handling
more students, they will have to make adjustments. For example, less time

might be scheduled for open office hours or individual conferences with students
might be cut to 20 minutes each.
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Space Requirements and Utilization

The FWL-EBCE prototype was located in a downtown office building. Though
since moved to a larger facility, and operated now by the Oakland Unified
School District, the downtown identity has been retained. Other types of facil-
ities have also proved to be feasible for EBCE. For example, one city-wide
program is in a new, relocatable structure placed near the central business
district on property owned by the Redevelopment Agency. Another city-wide
EBCE program is in one large, partitioned room in a high school with students
only from its own attendance area. Undoubtedly, many more approaches to EBCE
space and facilities will be found as more programs are implemented.

Space utilization guidelines are emerging, though each site will possess
unique opportunities, as well as problems. In general the following needs
should be considered:

e Professional staff members should have private offices or cubicles
where they can have confidential conferences with students and staff.

e Fach LC needs periodic use of meeting space that is reasonably quiet,
without traffic, and large enough to comfortably hold the whole
advisory group. A separate room for each LC isn't necessary if the
groups meet on staggered schedules and if there is a room where
students whose groups are not meeting can study and talk. Meeting
rooms can also be used for individual project activities, workshops,
and project seminars when not being used for group meetings. You
will need approximately half as many meeting rooms or large conference
rooms as you have LCs.

e If tutorials or programmed materials are made available to students,
a quiet space will be needed for them, too. If programmed materials
have accompanying cassette tapes or visual materials that require
machines to use them, you will need operating and storage space for
this equipment.

e Reasonably quiet study space should be available for students.

e Security should be provided for student records.

e
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Two other considerations should be kept in mind while choosing a site
apart from an existing school. First, any nonschool facility must be approved
by the local fire marshal (one should check all local ordinances to identify
any other approvals needed); and second, a multistory office building that will
serve both school and business tenants should be studied carefully for potential
problems in traffig flow.

9] |
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Statf Selection

The success of any educational program depends on the quality of its
staff. The EBCE staff must be practiced in and able to model the skills and
behavior students are expected to learn. They must be active learners them-
selves; curious about the world around them; eager to explore new subjects and
ideas, to learn new skills, and to improve rusty ones. They should be planful,
able to set goals, manage their time effectively, evaluate their progress, and
replan as necessary. They shou]d'approach problems and decisions thoughtfully,
seek as much information as they can reasonably get in the time available,
anticipate consequences, examine their own values, and think through proposed
solutions or actions before they leap. They must also, however, be willing to
act and to accept responsibility for their actions.

The staff members must be abie to place themselves in the position of an
adolescent, struggling to find out who he is and what he wants to do with his
life. They must ask questions that cause students to think, and they must
listen to the answers if they are to help students discover and clarify their
own interests, values, and goals.

Finally, they must be able to work together as a team. They must show
consideration for the feelings and needs of others, respect differences in
values and opinions, keep their commitments, and draw on each other's experience
and expertise in order *to expand their own.

It sounds 1ike a tall order, but experience to date in staffing EBCE pro-
grams suggests that it is quite feasible. Remember, however, the key is in
staff selection. You cannot expect preservice or inservice training programs
to change basic values or behavior patterns.

Before you begin recruiting and selecting staff, you should read Learning
Coordination, Resource Development, and Supplementary Curriculum to assure you
have a firm grasp of, and can explain, these program functions to prospective
applicants. Staff roles and qualifications are summarized in Appendix 2 of
this document. These may be useful to you in developing job descriptions,
posting vacancies, and developing selaction criteria. Aim for a staff in

By




diverse disciplines so that there will be at least one member qualified to
coordinate each project planning package and to serve as an expert resource
for students and other staff.

Your EBCE staff may well have already been selected by the time you read
this. You will still be faced, over time, with turnover and the need to
select new staff members. You may even find a need or a desire among staff to
rotate, exchange, or reorganize and combine positions. At one EBCE site, the
Resource Analyst and a Learning Coordinator decided to switch roles after the
first term. Some sites have combined the reles of Program Director and Resource
Analyst.* Several other variations are possible. If costs require that one or
more staff roles be combined, you aught to consider using college work-study
students or teaching aides to help develop resources or conduct supplementary
activities. (See Resource Development and Supplementary Curriculum.)

* This can be done, but be certain that the Resource Analyst functions are not
slighted in the process. (What is the program without a good pool of
resources?) At one site where these roles have been combined, the rest of
the staff rotates every three months as assistant to the Director.

60
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Student Conduct and Discipline

To make informed decisions about their own behavior and to be held
accountable for their actions, students must first know and understand what
is expected of them and what the consequences of misconduct will be. They
must also believe that you will consistently and equitably apply appropriate
sanctions. There is no point in establishing a rule if you are not willing to
enforce it. For example, if you state that attendance at project seminars is
required, you must back up that requirement with a sanction such as not awarding
credit for projects without adequate participation in the seminars.

Before you or your staff make any rules governing student conduct, you
should assure that several conditions are satisfied:

e The problem or potential problem which the rule addresses is real,
clearly understood, and significant.

e The proposed rule or reguiation is likely to achieve the desired
effect.

e The proposed rule can be rationally explained to students.

e The staff knows what sanctions will be applied if students break the
rule and is willing to impose those sanctions.

During orientation to the program, students should be informed of such
things as the criteria to be used in judging whether their EBCE programs and
projects are acceptable, and rules of conduct, including such things as student
responsibility for keeping appointments with staff and resources, meeting dead-
lines, and completing required program forms.

You will find that new students need time to adjust to the structure of
EBCE, which isvery different from that of their previous schools. Generally,
students whose participation in EBCE is considered less than adequate should be
given time to improve, especially if they are doing satisfactory work in one
particular area, such as the tutorials. The shyer, less confident students
often will fill up most of their time with tutorials and workshops, staying
close to the school. Such students may need several months before they really
begin working on projects with Resource Persons and Organizations. Some students
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will spend a lot of time in the community, but not work with the developed EBCE
resources. Rather, they will recruit relatives and friends of their family as
Resource Persons for their projects. This type of student also needs time and
help from staff and peers to develop the confidence he needs to meet and deal
with adults outside his family circle. Other students tend to make visits to
resources as a group, never developing a relationship with a resource in any

depth. This type of student must be coaxed to leave the protective cover
afforded by his group of friends. '

When a Learning Coordinator identifies a problem with a particular student's
participation, he should follow several steps that are meant to inform the
student where his behavior is unsatisfactory, what improvements are needed, and
what the consequences will be if he does not do certain things. In order:

e The LC confers with the student to determine whether he realizes
there is a problem and to discuss why the problem exists and how it
can be resolved. As a result of this meeting with his LC, the student
should know what he has to do to correct his behavior. For instance,
the student may be told he must begin actively working to develop a
Project Plan and that, to do so, he should choose three resources to
visit for Orientations in the next two weeks, plan these visits on
Project Sketch forms, and report back to his LC after each visit on
what he did, what he learned, and whether he has identified a possible
project topic. (Learning Coordination discusses project planning and
guidance techniques in greater detail.)

e If the student does not do what was agreed upon in the initial con-
ference, a second one should be held, this time including the Program
Director. Again, goals, standards, and deadlines should be set.

e If there is still no change in the student's behavior, his parents
should be called in to discuss whether EBCE ca: meet his needs and
to ask for their help in solving his problems. (Depending on the
student's attitude and the nature of the problem, the LC may decide
to talk with the student's parents informally before this time.) If
the student and his parents decide to give it another try, they and
the LC should agree on goals, standards, and consequences for failure
to meet them, such as loss of credit or transfer from the program.
If they feel another program would better meet the student's needs,
then arrangements should be made to transfer him.

0f course, violent or abusive behavior toward staff, other students, or
resources demands more immediate disciplinary action.

When personal problems, such as drug or alcohol abuse or family conflicts,
interfere with a student's performance, you ought to advise him and his parents

to seek professional help. To do so, you must know what professional resources
are available through the district and within your community.




Student Entry and Exit

You need to develop procedures for handling student transfers between EBCE
and other high schools or programs. Even one transfer ineptly handled can harm
the image of the whole program. Even more serious, however, is the possible
adverse effect cn the individual student.

Procedures for entering students should be worked out in advance with the
district, and with those schools from which new students will be drawn. It is
especially important to arrange to obtain students' transcripts promptly so
that program planning can begin as soon as the students are oriented to EBCE.

Exiting a student may, in the case of a junior or senior, involve a return
to a former high school. In the case of a sophomore, it may, if your district
has three-year high schools, entail a move to a school never before attended.
Both are serious situations which should never grow out of a sudden or unilateral
decision -- most certainly, it should never be made in anger and neither should
the student simply be "exited" without plans for an orderly transfer.

Since each transfer is different, every conference with the student must
be planned in the light of the specific circumstances. (See the previous sec-
tion, Student Conduct and Discipline.) A dramatic incident of gross misconduct
calls for action that is very different from that required to deal with a stu-
dent who is not mature enough to cope with individual responsibility, or one
who believes he has fallen hopelessly behind in his work. Whatever the reason,
the primary consideration should be the development of an orderly and mutually-
understood plan for placing the student in a program that will better meet his
needs.

If your EBCE program has recruited students from throughout the district,
you should be sensitive to the effects of sending significant numbers of students
back to other high schools. Administrators, teachers, and counselors will be
more than slightly annoyed if'you recruit their students, keep the good ones,
and return only the problem cases.

If your recruitment and selection techniques were effective, you will have
a waiting list of students from which you can draw new ones whenever enrollment
drops due to transfer or midyear graduation. See Student Recruitment and

Selection for a discussion of selection criteria and procedures.
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Trouble-Shooting and Problem Solving

You can't be everywhere at once and know everything that's happening, so
how can you tell if the program is being implemented as planned and operating
smoothly? You need first to identify some key "indicators" that will signify
things are going well or that there are some actual or potential problems you
and the staff need to deal with. The indicators you use will depend on how you
and your staff envision your program operating -- your goals. For example, you
will probably measure your success to some extent by the degree to which your
resources in the community are satisfied with their participation and want to
continue working with students. Far West School staff found that a key indica-
tor of resource satisfaction was the extent to which Learning Coordinators had
contacted the resources to talk about the project plans and progress of students
with whom they were working. To assure that these contacts occur, you and your
staff might set as a goal that each Learning Coordinator contact ten resources
per week, on the average.

You might also judge your success in part by whether your students are
spending a substantial portion of their time working directly with Resource
Persons and Organizations in the community, taking advantage of EBCE's expanded
learning resources. Far West staff's goal was that on the average students
would be spending approximately 30% of their time (about 8 to 10 hours each
week) getting firsthand experience at resource sites in the community --
recognizing, of course, that some students would spend more time, and some
less, in field work, depending on their interests and readiness for self-
directed learning. Once you have set some operating goals, and identified
some measures or indicators of success, you need means of obtaining information
about how well you are succeeding. In addition to talking with students and
staff, observing staff in action, and periodically reviewing some of the
students' records, you should consider instituting some or all of the periodic
staff reports suggested below.

The key to effective program management is an "early warning system" that
will alert you to potential problems before they become real or widespread.

The most serious problems can occur in (1) unexpected declines in enrollment,
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(2) excessive attrition of resources, (3) unexplained student activity,

(4) poorly-planned or trivial student projects, and (5) poor use of staff time.
The following sections cite indicators or early warning symptoms that will help
detect problems before they become crises.

Enroliment

On the Student Enrollment Report (Appendix 1, Item 1) the School Secretary
can record the number of students who have entered and left the program and why.
Through this report, which can be completed as often as necessary (once a month,
once every two months, once a term), you can observe trends, particularly. in
losses, that have implications for changes in program procedures. If, for
example, a substantial number of students ask to be transferred out of the
program during orientation, you can infer that they did not learn enough about
EBCE before they enrolled. (See Student Recruitment and Selection for a dis-
cussion of the relationship between the selection procedures used and the rate
of return to the regular high school.)

Resources

The size and breadth of the resource pool can affect how much time students
spend out in the community and the kinds of supplementary activities that must
be provided. If, for example, a considerable number of resources have been
developed in the area of the social sciences but none in the life sciences,
students will not be able to complete biology projects. The Resource Analyst
uses the Resource Log (see Resource Development, Appendix 5, Item 3) to compile
information about all developed resources, whether they are still active or
have stopped (temporarily or permanently) participating in EBCE. Data should
be summarized monthly and reported to you using the Resource Pool Report
(Appendix 1, Item 2). This report will help the staff decide whether the
available resources will meet student needs and, if additional resources are
needed, in which areas.

6o
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Some turnover in resources is normal. Most resources who end their parti-
cipation in EBCE do so because of a change in jobs. A substantial number of
resource withdrawals from the program, however, can be an indication that some-
thing is wrong. Sometimes resources lose interest in EBCE if they rarely see
any students, or they may be frustrated by students who are not adequately pre-
pared for their visits. If significant numbers of resources who withdraw cite
such reasons, staff need to correct the problem by better preparing students
for resource visits and keeping in closer contact with all resources.

Student Activities

Students report their activities weekly on the Student Activity Report
(SAR)*, showing the number of hours spent with resources (each Resource Person,
Resource (rganization, and Community Resource is identified by a different
code), in project seminars and advisory group meetings, preparing products for
projects, and in supplementary and other school activities. While the SARs
tell where and how students are spending their time, more specific information
is needed to spot problems. Summary staff reports and students' files provide
additional data about students' project and supplementary activities.

Project Activities

When SAR data are ccmpiled on a weekly basis for each student and by LC
group, the staff has an overview of how students are spending their time. If
you have access to computer facilities, you can adapt the FWL computer program
for summarizing SAR data. (Address inquiries to the FWL-EBCE evaluation staff.)
This program presents a summary for each student, and an average for all
students, of the number of hours per week spent with resources and in other
program activities. Thus staff can determine how students are using Resource
Persons, Resource Organizations, and Community Resources and compare that infor-
mation with the amount of time they spend on other school activities. The
summary can help the staff decide if changes are necessary in student or staff
procedures to assure that students use program resources %o maximum advantage.

* See Learning Coordination, Appendix 2, for a copy of the SAR form.
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Learning Coordinators can also use the SAR to learn what specific students are
doing, to identify problems, and develop appropriate instructional strategies.

If no computer facilities are available, LCs should regularly review a
sample of their students' SARs to see how they report their time. In this way
LCs can spot actual or potential problems with individual students and trends
within their own groups. They might find, for instance, that some students
spend all or most of their time with student-recruited resources, which may
indicate a reluctance to meet strangers. (Student-recruited resources are
often, though not always, family members or friends.) LCs can compare their
SAR review findings with one another to obtain a broader perspective of their
groups' project activities.

In order to obtain information about students' overall productivity and
help the staff decide whether changes in procedures are needed, LCs summarize
their students' projects by package area. The Summary of Students' Projects
(Appendix 1, Item 3), completed monthly, reports the number of projects under-
taken by cach student since the beginning of the term, the average number
started and completed per student to date, the total number awarded credit to
date, and the number of projects undertaken and completed within each package.

Once each term you should review a sample of student records to confirm
that activities are properly planned and documented, and to get a better idea
of the quality of the projects students are submitting. During credit assign-
ment, you should also spot-check the amount of credit being awarded by each LC.
You may find the criteria for an acceptable project are applied differently,
or that LCs are confused about the kind of credit to award certain projects.

Supplementary Activities

The Skills Specialist maintains records of the supplementzry activities
offered and how many students participate in each. (See Supplementary Curriculum
for information about that record system.) At the end of every term, you may
wish to request a summary report. If the report shows that many more students
sign up for tutorials or workshops than complete them, it may mean that tutors
have not had sufficient orientation or supervision, that students are being
assigned supplementary activities, or that some other problem is occurring.




Staff Activities

Learning Coordinators should get in touch with each resource with whom
a student is working on a project at least three times: once as the Project
Plan is being developed, once approximately midway to monitor progress,
and again when the project has been completed. Each visit and phone call
should be reported using the Resource Contact Report - Student Assessment.

(See Learning Coordination, Appendix 2.) By communicating with resources, LCs
not only learn how their students' projects are progressing, but they can
verify their SARs and, more importantly, provide the resources with much-needed
personal contact from EBCE staff. LCs summarize these contacts every week (or
every two weeks, as needed) using the Summary of Resource Contacts (Appendix 1,
Item 4).

The staff should also summarize meetings or phone calls with parents and
report them to you in memo form. If you receive few such reports, you may find
parents are not getting enough feedback about their students' plans and progress.

Each staff member should post and keep regular office hours. When leaving,
he should put a note on his door stating where he is and when he will be back.
Some time should be set aside for conferences with students by appointment and
some for drop-in visits. Every staff member also needs uninterrupted time alone
to complete paperwork, telephone resources, and review students' files.

One key question to answer is whether the staff is making good use of its
time. Most of your staff will not have had to plan their schedules on a daily
basis before. Some will experience the freedom shock many students go through
when they first enter the program. The summary reports discussed above can be
used to spot trouble within the staff as well as within the student body. If,
for example, one or more of the LC5 are reporting very few contacts with
resources, you know something is wrong. Either not enough students are working
on projects or progress monitoring is not taking place. You may find that the
LCs have not properly organized their weekly schedules to allow sufficient time
to visit resources or that some staff members, like some students, may not feel
comfortable interacting with strangers. You may need to provide some staff
development either in time management or in meeting and dealing with resources.

Gu
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You should periodically observe advisory groups, project seminars, work-
shops, and tutorials to learn how the staff members conduct such group activities.
Some of them will have had considerable experience working with students in small
groups and teaching them decision-making, problem-solving, inquiry, and inter-
personal skills. Others may be more experienced working with larger groups and
may rct feel completely comfortable or confident using EBCE instructional methods.
You may find some LCs are not sure what they should be doing in either advisory
groups or project seminars. They may, therefore, spend most of the meeting time
helping students fill out forms or asking them simply to report what they are
doing in their projects. Such group sessions are repetitive and boring for
students. (Learning Coordination discusses the purposes of advisory group meet-
ings and project seminars and suggests instructional techniques to.use in them.
See also the workshop descriptions in Orientation. Many of the activities
described there can and should be repeated throughout the year.)

OO

What you learn from summary reports, observing group activities, and samp-
ling students' projects should be discussed in the staff meetings. The whole
staff needs to decide whether, in fact, a problem is indicated. For instance,
one staff member may have good reasons for not having called or visited many
resources for the past two weeks. He may have had recent contacts with most
of his students' resources and felt he could better spend the time working with
several students who needed individual help before they could arrange resource
visits by themselves.

When the staff decides a problem does exist, there may be several possible
solutions. One or more staff members may need help organizing their time. A
shifting of staff functions may be necessary. Or some staff development activi-
ties might alleviate the problem. For example, if LCs feel awkward contacting
resources, you or the Resource Analyst could conduct a workshop (designed along
the lines of the Learning Resources Workshops in Orientation) to better prepare
them and increase their confidence when caliing on RPs and ROs. When a staff
member has expertise in a particular technique or teaching strategy, his know1-
edge should be shared. For example, if one LC has experience leading values
clarification workshops, he could assist the others by allowing them to observe
his advisory group or by conducting such a workshop for the staff.
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What you should remember is that the information you collect should not be
used only to evaluate individual staff members' performance, but to learn
whether problems exist, catch them before they become crises, and unite your
staff in solving them. S
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This handbook was created by the FAR WEST LABORATORY FOR EDUCATIONAL RESEARCH
AND DEVELOPMENT under contract to the National Institute of Education (NIE).
The opinions expressed here do not necessarily reflect the opinion of NIE nor
endorsement by any other government agency.
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Far West Laboratory was established through a Joint Powers Agreement %
in February, 1966. Signatories, as of January, 1976, include the

Regents of the University of California: the California State Board
of Education; the Trustees of the California University and State

Colleges; the Board of Education of the San Francisco Unified School
District; the Regents of the University of Nevada; the Nevada State
Board of Education; the Board of Regents of the University of Utah; 3
and the Utah State Board of Education. &
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The Laboratory's mission is to carry out surveys, research, develop-
ment, and demonstrations in education and to disseminate information
derived from sich activities; accompanying programs of teacher, -
administrator, and parent education are also a focus of the Labora-
torv's work. Programs conducted by the Laboratory are intended to
offer a clear and firm prospect of being implemented by schools and
other educational agencies. In the course of these efforts, the aim
is to assure that the evaluated outcomes of research and development
are presented effectively to schools and other educational agencies.
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Introduction

While Experience-Based Career Education (EBCE) is based on the premise
that the student is the primary client of its educational program, an EBCE
staff must be aware of and responsive to the needs of broader constituencies
whose financial, peiitical, and moral support is essential to any public
educational enterprise. As an alternative program which relies on volunteer
individuals and organizations in the community to provide learning experiences
for students, EBCE has even greater needs for positivé working relationships
with that community.

This handbook provides guidelines and suggested strategies for planning
and developing effective relations with individuals and institutions upon whose
support and cooperation the success of the program depends. The broad goal of
an EBCE external relations program is to establish and maintain open channels
of communication with key constituents (parents, employers, unions, professional
associations, community groups and organizations, other educational institutions,
and political decision-makers), to enlist their assistance in implementing and
operating the program, and to obtain their support in ensuring its continuation
and integrity.

Each EBCE program will need to identify its own external relations need§
and plan strategies for meeting those needs based on careful consideration of
its institutional relationships and its sources and level of support from key
constituent groups. This handbook offers both a general framework for planning
and illustrative examples from the Far West School (FWS)* experience to help
local staffs make more informed decisions regarding external relations activi-
ties. The handbook is organized as follows:

* The Far West Laboratory EBCE model was developed and tested at Far Hest School
in Oakland, California. FWS was established as a separate city-wide nigh
school in a downtown office building, and was operated by Far West staff with-
the cooperation of the Oakland Unified School District. This institutional
relationship created special external relations needs peculiar to the opera-
tion of a separate alternative school program.
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e Key EBCE constituents are identified along with considerations in
deciding whether and how to establish formal and informal channels
of communication with each.

e Suggestions are offered for assessing local needs. Some problems
encountered by FWS staff are also described.

e General principles of external relations derived from the FWS exper-
ience are discussed.

s Alternative external relations strategies are described along with
some of the factors to consider in making strategy decisions and
selecting specific techniques that may be used.

e Guidelines and suggestions for establishing a policy advisory board
similar to that of Far West School are provided.

e Guidelines for establishing cooperative relationships with organized
labor and professional associations are also offered. ‘

This handbook assumes you have read and are familiar with the Far West
Laboratory (FWL) model of EBCE, as described in the Program Overview.




Key EBCE Constituencies

Employer/ Community Resources

EBCE cannot function without Resource Persons and Resource Organizations
in the community where students can acquire knowledge and skilis through indi-
vidually designed projects. Their support is essential to the program's
existence. Resources can be involved in the program in other ways too, so
that the program can benefit from their expertise and so that they have an
investment, through representation, in the planning and policy-making apparatus
of the program. If, for example, student attendance at resource sites becomes
irregular, resources can help find solutions. One resource for FWS recommended
that students who participate in activities at his site be given time cards
which they would have to punch in and out on each visit. Thus students had
to conform to procedures employees at the site had to follow, and their atten-
dance improved. FWS staff now suggests, but does not demand, that resources
ask students to follow timekeeping procedures used by workers at the site.

Participating resources can also be very helpful in identifying and
recruiting new resources. Their satisfaction with the program is obviously
important to erlisting the support of others.

Service Organizations

Organizations such as the Chamber of Commerce, the Rotary, the Junior
League, and the League of Women Voters can help identify and recruit resources.
(Members themselves often become resources.) If they are well informed about
the program, they can help EBCE staff inform other members of the community.
Their assistance can also be very helpful in eliciting general support within
the business and local government sectors.




Unions and Professional Associations

Union participation in EBCE is important fo enable students to learn about
unions and the significant impact they have had on the business, industrial,
and social structure of our country. Union membership is a necessary part of
many careers. Labor unions can help identify and recruit resources and them-
selves serve as Resource Organizations for the program. In some career areas,
you will not be able to recruit resources without the active coopekation and
support of the appropriate unions.

Since membership in a professional association is a necessary part of
some careers, students should also be exposed to such organizations whenever
possible. Again, resources may be found within the membership of these organi-
zations and members can help identify and recruit resources.

As professional and union organizations often have Tobbyists working at
the state and 7ederal levels, their support can be significant in influencing
legislatiori, governmental regulations, or fiscal policies affecting EBCE as an
alternative educational program.

Organized teacher support or opposition can affect the success and contin-
uation of any new educational program. Teachers' unions and associations can
help educate their members about the nature and purpose of EBCE and unify
their support for it and other alternative programs.

Educational Institutions

At a minimum, the local school district board and administrators, faculty
groups, local colleges and universities, the State Department of Education, and
even neighboring school districts need to be informed about EBCE. Their active
support and cooperation will help ensure the continuation of the program.

It is the local school district upon which the ERCE staff is most dependent
and to which it is ultimately responsible. The EBCE staff will need adequate
time to plan the implementation of the program and begin developing resources,
as well as help in arranging such logistics as telephones, space, and printing
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of forms. Over time, the district will need evidence of program results so
that decisions to continue the program can be justified. The EBCE staff will
want to develop positive relations with district offices as early as possible
and identify in advance the kinds of information about program progress and
outctomes that is needed by the decision-makers.

Individual faculty members and groups within the district or school (such
as teachers, vocational educators, or counselors) are potential sources of
support (or opposition) for an EBCE program. Depending on the approach of
the EBCE staff, they can view the program as complementary to their own, an
additional resource available to them to meet the needs of students, or as a
threat to their own educational standards or security. Early action not only
to inform them about the program, but to elicit their assistance in program
planning and recruiting employer/community resources, for example, will help
dispel potential problems.

EBCE staff needs to be well irnformed about the entrance requirements of
local colleges and universities, including provisions for students in alterna-
tive high school programs, and admissions officers need to know about EBCE's
academic standards. Local colleges and universities, in addition, offer
excellent educational resources for EBCE students. Students can not only
acquire subject matter knowledge by working with their staff as Resource
Persons and visiting campus facilities dpen to the public, but they can also
learn about the teaching and research fields. In addition, arrangements can
be made enabling EBCE students to sample college-level work before deciding
whether a college education is necessary or desirable after high school.

The State Department of Education must be well informed about the program
and supportive of 4§ts aims. If special start-up funds are needed, or if
special legislation is required, the district may need to turn to the Department
for assistance. The knowledge, interest, and support of state officials can
help ensure program success by adding credence to the views of local supporters.

Other school districts' cooperation can also be impovrtant when the imple-
menting district cannot recruit the minimum number of students it needs for
the program and would like to accept students from neighboring districts. If
one district is interested in implementing EBCE but feels there are insufficient
resources within its boundaries to support the program, it might seek a cooper-
ative arrangement with one or more surrounding districts to share the costs
of implementing an EBCE program.
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Parents

Some parents take a very active interest in school activities, policies,
and procedures; others do not care what goes on in the school as long as their
children are happy and they receive no bad reports. Parents can be very
helpful in recruiting resources and in supporting staff in guidance and teaching
strategies they use with their students. An active and informed parent group
can generate support within the community by explaining the program to their
friends and colleagues and expressing their satisfaction to school and district
staff. Some parents will themselves serve as resources. Parents have a varied
background of knowledge and expertise which should be tapped whenever possible.

The staff also needs to know what parents expect from the program. They
may have very specific expectations about how and to what extent students will
develop basic skills, how staff will monitor students' progress, or the sanctions

that will be used to ensure that students conform to program policies and pro-
cedures. In some cases, those expectations will be realistic and helpful to
the staff in implementing and developing the program. For example, at FWS
parents' expectations that the staff would know where their children were at
all times helped to create a form called the Weekly Activity Schedule, on
which students reported where they planned to be each week, 1isting appoint-
ments with resources or external courses as well as tutorials, advisory group
meetings, or other activities at the school. In other cases, parents' expecta-
tions will represent a misunderstanding of the program's concepts and goals.
Some FWS parents, for example, wanted school staff to convince their children
to go to college rather than encouraging them to explore many options so as to
make more informed decisions.

External relations efforts aimed at making sure that parents, as well as
other key constituents, have adequate information about and realistic expecta-
tions of the program are well worth the staff time and energy they require.




In the next section we offer some suggestions to help you assess your
own external relations needs befcre discussing some general principles and
strategies for meeting those needs.

Assessing Local
External Relations Needs

In planning your external relations program you should concentrate on:

e acquiring needed assistance in implementing the program (for example,
in recruiting resources, arranging transportation, and other logistics);

e soliciting general assistance and support (obtaining input to policies
and procedures, assuring program continuity and integrity); and

e minimizing opposition to EBCE (by informing key constituents about
the program's goals, purposes, underlying concepts, and structure).
The first step in planning an external relations program is to assess local
needs in each of these areas. After needs have been determined, you can
analyze alternative strategies for meeting them and then set goals, develop
plans, assign tasks, and evaluate your efforts as you go.

Determining Assistance Needed

An EBCE staff will undoubtedly need help from others in the district
or the community to get the program off the ground. Resources need to be
recruited and developed; forms adapted and printed; arrangements made for
space, equipment, and transportation for students and staff; and so forth.
How much moral or actual support your staff needs will depend on the problems
you anticipate in getting things done.

The active support of district administrators can save considerable staff
time in finding out about and dealing with potential legal, financial, and -~




o

administrative problems. While the superintendent and the board may heartily
endorse EBCE, the district purchasing officer -- who has to approve and perhaps
expedite the order for telephones you need to call potential resources -- may
never have heard of it. A little leg work developing effective working rela-
tionships with various district offices can pay off in the long run.

The other primary area of needed assistance may be in recruiting employer,
union, and other community resources to work with students. If the staff
lacks the necessary contacts in the business community or anticipates a diffi-
cult selling job in its locale for some reason, extra efforts may be needed
early to put together an advisory board to help with resource recruitment,
or to elicit the active involvement of service organizations, unions, profes-
sional associations, and influential others. If the staff does not anticipate
any major difficulties in recruiting resources, it can devote its time to
developing the initial resource pool (an essential before starting operations
with students) and use these other strategies later to expand the number and
kinds of resources available.

These are some areas where assistance may be needed just to get the
program started. To ensure its continuation and integrity, to maximize support
and minimize opposition from the community, the staff will always need to
devote some time and energy to educating the key constituents identified
earlier. First, however, some effort should be directed at anticipating the
sources and levels of potential support or opposition to the program so that
possible problem areas receive immediate attention.

Gauging Potential
Support or Opposition

To build support for EBCE, or head off opposition, first you've got to
Jocate potential allies or opponents. Below are some questions which should
help you assess the attitude of the local community.

e Are there individuals or organizations within the community which
are likely to oppose implementation of EBCE? If so, is this oppo-
sition organized? If not, might it become organized?

e What is the anticipated basis for opposition? Could it be resolved
by educational efforts or through active involvement in the program?




If not, what is the anticipated effect the opposition will have on
the operation and continuation of EBCE?

e What is the anticipated basis for support? Are groups or individuals
in the community willing and able to help overcome or counteract the
effects of such opposition? Who are they and how could they help?
What is the best way to enlist their aid? '

e What other community groups also need to be informed about EBCE, and
what information is most pertinent to each?

The staff will find that opposition is more often due to lack of informa-
tion or misunderstanding than philosophical differences. Parent opposition
may stem from a belief that the program is only for dropouts, or that parti-
cipation in it will prevent a child irom being accepted into a college or
university. Teacher opposition may be caused by the belief that the program
in unstructured (the label "alternative" can conjure any number of unfavorable
images, such as “free," undisciplined, or lacking emphasis on basic skills);
or that it threatens their job security because of its use of other members
of the community in teacher-like roles; or because it is felt to be another
vocational education program under a different name. One school staff imple-
menting EBCE anticipated opposition from the vocational education staff;
another, from certain academic disciplines. They therefore decided to include
a vocational education instructor anu an English instructor on their respective
policy advisory boards.

We cannot tell you where, in your community, you may find the greatest
support or opposition to the concept of EBCE, or which of the strategies dis-
cussed later will prove most effective in meeting your own external relations
needs and goals. To help you anticipate your needs, however, we can share
some of the problems encountered in implementing the program in Oakland,
California.

Problems Encountered by FWS Staff

Some of the problems Far West School had to face were unique because it
was a developing program needing to establish itself as a legitimate alternative
with 3 future. Your EBCE staff, however, may find itself facing similar
problems or the same problems -to a lesser degree.
35
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Getting Known in the Community

When Far West School was first begun, not only was EBCE an unknown concept
within the community, but career education was also a relatively new term
within educational circles. Therefore, the staff had to educate members of
the community about both the school and the concept in order to recruit
resources and inform potential student applicants. Student applicants and
their parents had to be assured that the education students would receive would
be comparable to, although different from, the standard high school curriculum.

Distinguishing EBCE From
Other Educational Programs

Since career education was not well known as a distinct concept, it and
EBCE were often confused with vocational education, work experience, on-the-
job training, and similar programs. Often, potential resources and high school
teachers, counselors, and principals assumed the program was intended for
dropouts and potentiai dropouts. These misinterpretations of EBCE caused
initial problems in recruiting a broad range of students for the program. The
Far West staff also had difficulty recruiting resources, since many people
felt incapable of handling what they thought would be dropo.t students.

Obtaining Union Cooperation

Partly because the original name of the national project was Employer-
Based Career Educaiion, and partly because union officials perceived the
program as competing with their apprenticeship programs, union cooperation
was not obtained until they fully understood the purpose and key character-
istics of EBCE. This problem is discussed at greater length in a later section
of this handbook, Relationships with Organized Labor and Professional Associa-
tions, beginning on page 23.
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Obtaining Cooperation From Other
Educational Programs and Institutions

Far West staff had to make special arrangements with other high schools
within the district for EBCE students to obtain driver's education or to enroll
in courses not available at Far West, such as orchestra, tho Army Reserve
Officer's Training Cdurse, or a distributive education class to supplement
~ork with a Resource Person in retail merchandising.

The Far West staff initially received numerous inguiries frum college
and university admissions officers when FWS students applied for enrolliment.
Science and algebra credits awarded by FWS were not accepted by the University
of California until FWS staff met with university officials and explained the
program to them. On occasion, FWS quality assessments of student work have
had to be translated into grades when students applied to colleges and univer-
sities. Now mo.t colleges and universities accept the atypical course work
and structure of EBCE and other alternative programs. Far West School graduates
are attending several campuses of the University of California, Fisk University,
Mills College, several branches of the California State University system, and
lTocal community colleges.

Obtaining Police Cooperation

Because EBCE students are not confined to the classroom and individually
and independently visit resource sites in the community, they have sometimes
been subject to detainment by police for truancy. Until the school director
gave a presentation about the program to the local police, and student identi-
fication cards were issued, a few Far West School students were stopped on
the streets by police.

Tendency to Drift From the Philosophy
and Operating Principles of the Model

There is some tendency among students, parents, resources, and district
staff to drift away from the philosophy and operating principles of the model,
to return to educational practices with which they are more familiar. Some-
times these pressures are due to unclear perceptions of the EBCE philosophy
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and operating principles; other times they are due to the desire to alter them
"s1ightly" to suit a particular need. An employer, for example, may see the
program as a way of screening potential employees. Parents may believe that
students should be required to take tutorials in areas they have shown
deficiencies in, rather than being allowed to select tutorials (with their
Learning Coordinator's guidance and encouragement) acéording to their own
self-assessed needs.” The staff as a group must be alert to such tendencies
and be prepared to deal with them. If a policy advisory board is formed,

it can help the staff resist such pressures. (See the section on forming

an advisory board, beginning on page 20.)
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Some General Principles
of External Relations

The principles discussed below provide guidelines for conaucting an
external relations program. They grew out of the experiences of the Far West

staff and are based on a belief that an honest, straightforwari approach
produces the best results.

Avoid Criticism of
Other Educational Approaches

There are two mistakes your EBCE staff can make when conducting an
external relations program:

1. It can become overly critical of other educational programs.
2. It can project unrealistic expectations of EBCE.

Criticizing other programs and other educational methods in order to build
one's own public image only spawns criticism in return. Such self-serving
tactics should be avoided because EBCE will not and cannot solve all the prob-
Tems facing educational institutions today and because not all students function
well in a program where they must make decisions, manage their own time, and
work with people in the cummunity. Indeed, many students believe that the
traditional structure works well. EBCE can stand on its own merits without
having to depend on calling attention to the failings of other educational
methods. EBCE should be viewed &s one alternative, not a final solution.

Unfulfilled expectations can cause problems: a resource who expects
students to be willing to spend many hours working at mundane, ‘ow-skilled
tasks may become resentful when students fail to keep their commitments or
slacken their participation; the student who expects to spend al! his time
training to enter a particular career will be disappointed; and the parent
who expects his child's participation in the program to lead to a firm
career decision may be disillusioned. Therefore, it is incumbent upon the
EBCE staff to inform prospective students, their parents, and resources of the
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exact nature of the program -- its goals, purposes, and structure -- so that
their expectations will be realistic and decisions to participate will be
based on an accurate understanding of EBCE.

Be Honest and Direct

No program is completely successful with all students all the time, and
EBCE is no exception to that rule. While the staff should, of course, emphasize
the positive aspects of the program, it should not pretend that problems are
nonexistent. Any interested group or individual will seriously question the
credibility of a program staff which does not admit to problems. Presentations
and discussions should address the interests and values of the audience at whom
they are directed in an attempt to answer some questions before they are
asked. In response to questions, however, direct and truthful answers are
esseiitial to continued positive relations.

Avoid Philosophical Arguments

Do not get trapped into arguing philosophy with persons or groups whose
values differ considerably from those on which EBCE is based. Philosophical
arguments resul® too often in further polarization of positions, misunderstand-
ings, and hostility. Do participate in discussions aimed at clarifying and
explaining the underlying values of EBCE to ensure that philosophical differ-
ences are based on an accurate understanding ov the program. EBCE's emphasis
on student responsibility for deciding, planning, and carrying out individual-
ized educational programs is sometimes misinterpreted as a lack of structure
and a "free school" atmosphere. On the contrary, EBCE offers a structure
within which students can make decisions and part’.ipate in planning their
own activities, but then are held accountable for the consequences of their
choices and actions.
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Stress Contributions
Others Can Make

One of the most exciting features of EBCE is that it involves ail members
of the community in the educational process. Emphasize the contributions
individuals and groups can make to improve education for young people. Many
people are not aware of the knowledge and skills they can share with students.

Be observant and take the initiative; point out to these people the resources
they have to offer.

Exteraal Relations Strategies

"There are two basic strategies open to an EBCE staff: educating the
community about the program's concepts, goals, and structure; and involving
all or some of the key constituents directly or indirectly in program planning
and implementation. Your staff will probably need both in some combination.

Educating the Community

Every EBCE staff will have to educate their community about their program.
Students, parents, and members of the economic sector (who are potential
resources) cannot make an informed decision about whether or not to partici-
pate without a good understanding of the program's goals, concepts, and
structure. Some members of the community will be totally unfamiliar with the
concept of career education and with EBCE's approach to it. Others will have
heard of the concept, but may have only a vague understanding of it. The
techniques discussed below to inform the community about EBCE will serve the
additional purpose of soliciting its help and support in implementing the
program.
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Brochure

Whether information is being mailed to an interested party or literature
is used to supplement a group presentation or individual contact, a brochure
provides the EBCE staff with a tangible product to distribute. A brochure
saves considerable time that would otherwise be spent in repetitive program
descriptions and explanations. It gives an individual something to review
after hearing a presentation or discussing the program with a staff member.

A professional-quality brochure also lends legitimacy to the program; it gives
the program an air of being established, something on which time, thought,
energy, and money have already been expended. (See the Far West School bro-
chure, "The Community Is the School,” in Appendix 6 of Resource Development.)

Group Presentations

Planned presentations by one or more EBCE staff members have the advan-
tages of enabling personal contact with a relatively large group of people
at once and providing a forum for responding immediately to individual concerns
and questions. Everyone in the audience benefits from the questions raised
and responses given. Such presentations aiso permit the use of visual aids,
such as tape/slide presentations, which have more immediacy than verbal des-
criptions.

Individual Contacts

Individual contacts enable staff members to describe the program in
detail, respond to the person's specific questions, and request references to
potential resources. If the individual cannot serve as a Resource Person, he
or she can be asked to help in some other way: e.g., to serve on an advisory
board, introduce EBCE staff members to friends and colleagues who might
become resources or members of an advisory board, or explain the program to
friends or colleagues whose support would help the program continue.

oU
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Media Coverage

The media are useful for reaching a broad range of people at one time.
If, in the early stages of implementation, a brief newspaper article announ-
cing and describing the program is printed, some of the people the staff will
need to educate about EBCE will have had an introduction to it before any
further contact is made. Radio spots are minimally effective, and it is
usually harder to obtain the amount of air time that would be equivalent to
a brief newspaper article without purchasing it. However, most radio stations
will broadcast five-second free public service announcements, one way of
simply informing students about the program's existence and how to get more
information. (See Student Recruitment and Selection for further discussion
of the news media in student recruitment.) Television stations also offer
free public service announcement time to the community. A1l the media are
helpful in generating interest in the program and making its name familiar
to the community. It may be advantageous, however, for the program to main-
tain a low profile until it has some "success stories" to report. Further,

the media will be more interested in covering the program when real students
are doing real things with people in the community, as public interest in
the story will be greater.

Posters

Posters are another useful way to familiarize the comvunity with the
name of the program and to recruit students. Posters should inform those
interested in learning more about the program how to contact the staff. In
its student recruitment campaigns, Far West School staff used posters to

announce meetings that prospective students and their parents could attend t>
learn more about the program.

Bulletin Boards

Announcements and notices on bulletin boards at schools within the district
help to publicize EBCE to the educational community. Teachers, counselors, and
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school administrators need to be reached since they will often refer students

to the program whom they think will benefit from it. They must have an accurate
understanding of it, however, or they may send only one type of student, such

as the dropout or potential dropout. To assure an accurate understanding of

the program, bulletin board announcements should always be combined with other
informational techniques, such as presentations to faculty groups and distri-
bution of a descriptive brocnure.

Open House

An open house for parents and/or resources in the early months of the
program's operation enables them to see the school, meet the staff and students,
and see the facility. At such functions, the staff, parents, resources, and
students can engage in informal, yet informative, discussions about the program,
exchange ideas, and learn each others' expectations.

Involving Key Constituents

There are a number of mechanisms available to EBCE staff who seriously
desire to draw upon the expertise and resources of others in the community
in building a viable experience-based, individualized, career-oriented educa-
tional program.

Various members of the community will be involved directly in the program
by serv}ng as Resource Persons or involving their organizations as Resource
Organizations. (See Resource Development for guidelines and strategies for
recruiting resources.) They can also be involved by serving on an advisory
body to the program. Whether and when your staff decides to organize an
advisory body will depend on its access to potential resources in the community
and its need for organized support for the program.

An advisory body consisting of representatives from key constituencies
can help counteract opposition in the community. If little or no opposition
is expected, and if the staff anticipates little difficulty in recruiting
resources, it may decide to postpone forming such an organization until after

9.
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the program has been operating for a few weeks or a term. Because Far West
School was an experimental program, the staff found it necessary to enlist
the help of influential key constituents to oben doors for the program within
the community. In implementing a developed and tested program, other EBCE
staffs may not encounter the difficulties faced by the Far West School staff.
Since a staff implementing an EBCE program will have to accomplish many tasks
within a limited time, it should carefully consider whether the need for
forming a representative advisory body {s immediate or long-range. (Guide-
lines for forming an advisory board are given beginning on page 20.)

There are several other mechanisms for obtaining community input to the
design of the program in addition to forming an advisory board. They are
each discussed below.

Review of Materials and Policies

Resources and key constituents can be asked to review materials and
policies to provide the EBCE staff with their comments, criticisms, and
suggestions. Far West School staff, for example, asked resources to review
project planning packages and solicited their help in devising package goals.
This was done both through the mail and by telephone.

Newsletter

The school newsletter (see Resource Development for further discussion of
the newsletter to resources and parents) should include an invitation to
parents and resources to contact the staff about comments, suggestions,
questions, criticisms, or problems. Whenevera comment or suggestion is
made or a problem raised, it can be aired in the newsletter to obtain as wide

a response as possible.
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Program Evaluation

Parents and resources should be included in the program evaluation process.
If time and staffing permit, a representative sample can be interviewed in
person or by telephone. If not, questionnaires can be mailed soliciting
parent and resource responses to questions about the program’s operations,
policies, successes, and problems.

Informal Contact

The staff should maintain regular, informal contact with parents and
resources. Telephone calls, visits to parents' homes and to resource sites,
open houses, and conferences with parents and resources at the school will
provide the staff with a constant flow of information about the success and
effectiveness of the program from the parents' and resources’ viewpoint.

Issues, problems, and comments should be recorded and discussed among the
staff.

Forming an Advisory Board

If the staff anticipates problems in recruiting resources or eliciting
community support, it should consider putting together an advisory board as
early as possible. Otherwise, you might postpone formation of an advisory
board until after the program has been in operation long enough to enable
student and parent groups to form and select representatives to sit on the
board. Whenever the board is formed, the most critical task is initial
selection of the members. The board should be well balanced and represent
those sectors of the community upon whose support the program will depend:
business, education, government, social service, and labor. There is a
danger that hasty selection of board members may result in an initial imbalance
of representation among the various constituencies in the community; this
imbalance may be difficult to correct, as it is much easier to add a member
to the board than to remove one.

0 94




The staff needs to decide early how large the board should be so that
decisions about the numbers of representatives from each sector of the community
can be made while actual recruitment and selection is taking place. If, for
example, the strongest opposition is anticipated from labor, the total number
of labor representatives for the board can be selected very early in the board's
formation. Since student and parent representatives cannot be selected before
the program is underway, those members of the board can be selected last.

) Selection should be based on the following criteria:

1. credibility with those the member is supposed to represent;
2. ability to communicate with other members of the community;
3. approval and support of the goals and concepts of EBCE; and

4. ability to open doors to decision-makers in businesses, unions,
community organizations, educational institutions, or governmental
organizations and agencies.

The final step in the formation of the board is the adoption of its

charter. An advisory board can serve several purposes:

e The board can help recruit resources within the community.

e It can provide general public relations assistance to the EBCE staff
and help counteract opposition through personal contacts and discus-
sions with influential individuals and groups.

e It can help to maintain the operational integrity of the program by
reviewing program policies, procedures, and outcomes for consistency
with EBCE philosophy and goals.

e It can advise staff about suggested policy or procedural changes.

e It can Feview and help improve program materials such as project
planning packages.

The purpose of the board will change as the program is implemented and in
operation. Initially, the board's main role will be to open doors within the
community, educate represented constituencies about EBCE, and help recruit
resources. Later the board will be familiar enough with the program and will
have sufficient time to observe and make recommendations about policies and
procedures.

When the purposes of the board have been determined, how these purposes
are to be met must next be decided. If the board is needed to fulfill certain




functions while it is still being formed (when all the members have not been
selected and a charter has not yet been adopted), it may be necessary to
organize those members already selected into an interim board. This was done
at Far West School, since the staff needed help gaining access to the business/
economic sector of the community and in recruiting large organizations for
student use. For this reason, the interim board consisted mostly of represen-
tatives from the business community, with a representative from the local
school district, from a local governmental organization (the Department of
Parks and Recreation), and from labor. A draft charter for the board was
prepared by Far West staff and then discussed, revised, and adopted by the
interim board. After the charter was adopted, the membership was balanced by
the addition of ten members, including parents, students, and Resource Persons,
all selected with increased efforts to gain a better balance of women and
minority representatives.

Early meetings of the board will be concerned primarily with discussions
to provide the members with a good understanding of EBCE, and to plan and
report progress on tasks with which the EBCE staff seek help. It is advisable
to promote early discussion of the characteristics distinguishing an advisory
board from a governing board, since governing or policy-making powers will no
doubt reside in the district's board of education.
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Relationships with Organized Labor
and Professional Associations

The purpose of developing relationships with unions and professional and
business associations is to ensure their direct and active involvement in
the EBCE instructional system. Their involvement should be sought as early as
possible, whether the staff is developing the total program or an individual
resource site, to ensure wholehearted support. Any of the key constituencies
may feel their participation is not really desired if it is not requested
early.

~ The involvement of unions and professional associations enables students
to explore the total spectrum of work and work-related experiences associated
with various careers. When exploring those careers which involve membership
in unions, students should investigate how unions affect the employees and
employers. Similarly, when employers belong to associations with those
engaged in similar endeavors, the EBCE students should be able to explore
those associations. Additionally, in investigating careers in which there
are competing employee organizations, the student should have opportunities
to gain an understanding of each. For example, a student exploration of a
teaching career should-provide an understanding of both the American Federation
of Teachers and the National Education Association.

Involving unions may be somewhat more difficult if union leadership feels
that organized labor has not been included in the formulation of the program.
At Far West School, initial union involvement occurredwitha specific union local
representing workers at one of the program's Resource Organizations. Additional
involvement was needed. To accomplish this, the Central Labor Council was
asked to name a liaison person who could make other union contacts to open
doors for EBCE students. For example, he arranged for students to observe a
day-long meeting of the Committee on Political Education (COPE), he helped
recruit a leading labor lawyer to serve as a Resource Person, and he made
contacts with representatives from the State Labor Federation. The labor
lTiaison person also met with students and discussed current strikes, union
tactics, and union involvement in support of candidates for election. He even .
permitted tape-recording of his remarks so that other students could listen to
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An honest, straightforward approach 1s essential whether the contact is
with a specific union local, the Central Labor Council, the Building Trades
Council, or the State Labor Federation. Stress that their participation is
needed to ensure that students begin to understand the major organizational

features of unions, such as the roles of business agents, trustees, secretary-
treasurers, hiring halls, grievance procedures, shop stewards, and collective
bargaining.

The involvement of unions in each EBCE community may also pose unique
problems which will vary according to local conditions. For example, a school
system in which employees are non-union may find that union participation in
EBCE will be delayed pending the completion of good-faith discussion with
school management about its attitudes toward union organizing afforts. However,
such a situation can contribute to student understanding of the real world of
union tactics and principles.

Far West School also benefited from active participation by representa-
tives of business associations such as the local grocers' association and the
nurses’ association. In some cases, this involvement followed a student
contact with a business or institution that was a member of the association.
In other cases, the association was the initial Tink to EBCE participation by
their members. Developing a general climate of cooperation among business and
professional associations, as well as labor organizations, can greatly expand
the program's actual and potential resources.
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This handbook was created by the FAR WEST LABORATORY FOR EDUCATIONAL RESEARCH
AND DEVELOPMENT under contract to the National Institute of Education (NIE).
The opinions expressed here do not necessarily reflect the opinion of NIE nor
endorsement by any other government agency.
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derived from such activities; accompanying programs of teacher,
administrator, and parent education are also a focus of the Labora-
tory's work. Programs conducted by the Laboratory are intended to
offer a clear and firm prospect of being implemented by schools and
other educational agencies. In the course of these efforts, the aim
is to assure that the evaluated outcomes of research and development
are presented effectively to schools and other educational agencies.
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Introduction

Most public high school faculty members are used to having students simply
appear in class on opening day; few have had to engage in campaigns to recruit
them. Once your Experience-Based Career Education (EBCE) program has become
known in your community, you may well be faced with more applications than you
can handle. But in the beginning, you will have to get the wora out that the
program even exists. Then, as a new program with limited staff and a pool of
resources just beginning to be developed, you will not be able to take all
students who want to enroll. You will need to decide in advance on fair and
reasonable procedures for selecting students from among those who apply. The
purpose of this handbook is to help you anticipate some potential problem areas

in recruiting and selecting students and develop an effertive plan for dealing
with them.

Planning Recruitment and Selection

The goal of your student recruitment and selection efforts will be to
obtain an EBCE student body that satisfies the guidelines established by
district administrators and program staff. Recruitment should be designed to
attract a sufficient number of informed, qualified applicints to enable you to
select a student body with desired characteristics across such variables as
sex, ethnicity, and grade level.

Achieving this goal requires that several preliminary planning steps be
accomplished. The first is to determine what kind of student body you want.




Identifying the Target Population

The Far West Laboratory EBCE model was designed to accommodate a broad
range of student interests, abilities, and backgrounds. The pilot operation
of the program at Far West School (FWS)* was targeted at a cross-section
of senior high school students in terms of past performance, future plans,
ethnic group, sex, and socio-economic background. We found that all kinds of
students (though not every student) could profit from an experience-based,
career-oriented, student-centered curriculum. - We found further that a diverse
student body confers important educational benefits through informal exchange
among peers,

A district may, however, decide to implement an EBCE program to serve
the needs of a particular academic or socio-economic group. Such decisions
should be carefully considered in terms of their effect on program resources.

A few examples will help to illustrate the kinds of trade-offs that should be
weighed.

Deciding on Grade Levels. Sophomores generally have more requirements

still to meet than juniors, and juniors more than seniors. Therefore, if you
are beginning your program with all three grade levels, you are likely to

have more required subject areas to cover, and thus will need a larger pool of
resources in place. It may be more feasible to begin operations with seniors
and gradually add lower grade levels as the resource pool is expanded. On

the other hand, returning students are an advantage to the program in main-
taining continuity and orienting new students. If the program is limited to
seniors in the first year, there will be no veteran students the next year.

We recommend that at least a few students from lower grade levels be included
as early as possible.

Deciding on Previous Performance Restrictions. Limiting the program to

dropouts, potential dropouts, or students with significant performance or
behavior problems may severely affect the staff's ability to recruit employer/
community resources. Far West School staff consistently found its diverse
student body a strong selling point in recruiting resources. Further, students

* The Far West Laboratory's EBCE model was developed and tested at Far West
School in Oakland, California. Throughout this and other handbooks, the
experiences of FWS staff and students are used to illustrate key points.
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with severe basic skills deficiencies or behavior problems create heavy demands
on staff for supplementary instruction and counseling. A Learning Coordinator
(LC) can serve 20 to 30 students if he has a good cross-section, including some
who can work almost independently; otherwise, 15 may prove a taxing load. On
the other hand, limiting the program to the high-achieving or college-bound
student denies its benefits to a significant segment of students and opens it
to attack from other educational programs competing for funds. Any program
can succeed with the best students, it will be claimed; and other faculty will
resent having their best students stolen away from them.

Other decisions about which segments of the student community the program
will serve, immediately and in the long term, should be similarly wéighed.
Whatever student body composition is sought, it should be defined at the out-
set. These decisions will affect not only the establishment of selection
criteria, but the entire student recruitment strategy -- not to mention resource
needs and internal staffing plans.

Establishing Eligibility Requiremenfs

Questions raised above about the target population affect the overall
composition of the student body. Decisions about eligibility requirements
affect the individual applicant. Above all, they must be fair and justifiable
on rational grounds. It is one thing to say, "You are not eligible because
you do not reside within the district" or "because you are a sophomore and we
do not have the resources yet to help you meet your biology and world studies
requirements." It is another to say, "You are not eligible because you failed
to score at the eighth-grade level on a mathematics test" or "because your
ninth-grade counselor says you lack initiative.”

Adopters of the Far West Laboratory (FWL) EBCE model freGuently ask what
kinds of students succeed in the program in hopes of establishing some screening
criteria. Findings to date are of little help. We know that some students do
well -- that is, they complete more projects, spend more time in the community,
and earn more credits -- and some do not. Unfortunately, student success by
these criteria does not correlate highly with easily identifiable characteris-
tics such as test scores, grade-point average, age, sex, reasons for applying,
or future plans. The highest correlation found to date is that students from
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unbroken families do "better" than those from divided families. Such informa-
tion is of no help in establishing screening criteria. It has also been found
that students who have been in the program for a term or a year perform better
than those who are new to the program. But again, knowing this helps little
in setting eligibility requirements for new students.

The primary purpose of establishing eligibility requirements should be to
serve the best interests of the students, given the staff and other resources
available. Recognizing that students and their parents know morc about students'’
needs and performance potential, we have found that this purpose is best served
not by narrowing selection criteria, but by providing the interested parties
with as much information as possible so that they can make an informed decision
about whether EBCE will meet the students’ needs.

The secondary purpose in establishing eligibility requirements should be
to serve the best interests of the program. This is a legitimate concern. At
Far West School, for example, applicants' standing could not be more than a
semester behird the normal level for their years in school; for example, a
student who had spent a year in the tenth grade and a year in the eleventh
grade had to be close to senior standing in terms of units earned. As a new
program, Far West had to worry about building its image as a rigorous educa-
tional institution, not a "giveaway" school. Even if a student entered well
behind his classmates, it was found, parents often applied considerable pressure
to graduate the student on time -- whether he or she had earned the diploma or
not. The above eligibility requirement was established only to alleviate such
Iressure, not because the program cannot work for students with poor perform-
ance records.* As the program establishes its academic reputation, such a
requirement may be dropped. ]

Assessing a student's potential for success in a self-directed, experience-
based educational program is bound to be a difficult, highly subjective, and
time-consuming proposition. Staff time may be more judiciously spent in pro-
viding information to prospective students and their parents so that they can
make an informed decision about the match between EBCE and the students' needs
and abilities. Qualification criteria can then be minimal. (Let the clients
select the program rather than the other way around.)

* In fact, due to difficulty obtaining transcripts in time, several students
well behind in units were admitted to Far West. When the errors were detected,
the students were allowed to remain, but their parents were contacted immedi-
ately to discuss realistic graduation plans. All eventually graduated.
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Obviously, eligibility requirements and selection procedures must be
settled before student recruitment begins so that prospective applicants can
be informed of them.

Specifying Selection Procedures

Depending on the eligibility requirements established, selection procedures
may or may not be designed to screen applicants in terms c¢f lneir potential
for success in EBCE. For example, in its first year Far West School included
a pre-selection interview by staff of all applicants. This interview had two
purposes: to provide students with sufficient information about the program
to decide whether they really wanted to attend; and to enable FWS staff fo
identify and eliminate from consideration any students who were judged to have
emotional or communications impediments so severe as to prevent their profiting
from the EBCE learning process. Two principal problems were encountered with
this procedure: (1) interviews consumed an excessive amount of precious staff
time axd (2) it was difficult for staff members to agree on criteria by which
prospective applicants should be disqualified. Further, since the intent
was not to select especially well-qualified applicants, but only to eliminate
those obviously unqualified, further selection procedures were necessary. The
interviews were soon abandoned. In their place were substituted a series of
presentations at the school where prospective applicants and their parents
could meet staff, tour the EBCE facility, and learn more about the program,
followed by a random draw (in the form of a public Tottery) among all eligible
applicants.*

Over time, a selection problem that may emerge is that of sibling appli-
cants. Far West Schecol policy was simply to accept any eligible applicant who
was the brother or sister of either a selectee or a current FWS student. It

* In rare instances, students with severe learning or emotional disabilities
that might have been detected and screened out by an interview were enroi led
at FWS. Through counseling sessions with parents during the early weeks of
the term they were usually directed to other programs better suiting their

needs. Jo
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was felt that to do otherwise might cause sibling jealousy and lose EBCE the
much-needed support of parents. '

Student selection methods are discussed more completely beginning on
page 15.

Determining Numbers Needed

Goals for numbers of students to be initially enrolled, and the desired
rate of growth, will probably be decided by the district administration. In
order to meet and maintain the target enrollmeut, a larger number of students
must be selected into the program, for no matter how skillful your recruitment
presentations (or effective your interviews), some students will change their
minds at the last minute and not enroll, and others will drop from the program
during the orientation period. Obviously, this attrition will be different
if you screen during selection than if you use random selection. In either
case, the number selected should be substantially larger than the target
enrollment depending upon both the method of selection and time of recruitment.
If you are worried about the possibility of selecting and possibly enrolling
more students than you can handle, you can first fill your target figure, then
select additional students as necessary to a waiting list. Students in the
second group would then be enrolled only as attrition occurs.

Based on three years' experience at FWS, Table 1 offers some estimates
of attrition levels which might be expected following the selection of students
in the spring for enrollment in the fall. Estimates are provided both for
random selection and selection through screening interviews. They were derived
from FWS experience in an urban area (Oakland) where a large number of families
move in and out of the city each year. Projected attrition of selectees over
the summer should be less for districts in smaller cities or rural areas.
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Planning the Recruitment Campaign

Once the target population, selection procedures, and number to be
selected are decided, you are ready to plan your recruitment campaign. There
are essentially two types of recruitment: one seeking students from the
entire community; the other limiting eligibility to students from a single
school. The latter method consists mainly of securing cooperation from the
school's administrators and teachers, then getting the recruitment information
out to individuals and groups of students. This handbook concentrates on the
more difficult city-wide recruitment.

Whichever situation you are faced with, your plan for recruiting students
should answer three basic questions:

e What needs to be done?
e Who is going to do it?
e When will it be completed?

You will want all students within the designated recruitment area to have
a chance to hear about EBCE. In addition to making presentations at schools
where prospective EBCE students attend, you may want to display posters in
neighborhood areas popular to students and parents, run public service announce-
ments on local radio and television stations, submit a press release to your
local newspaper, and hold information sessions or an open house at the EBCE
site. (See the next section for a description of these activities.)

Fach of these activities requires that you plan and cérry out a sequence
of tasks: getting clearance from administrators at schools in which you
intend to make presentations; developing materials such as application forms,
posters, or flyers; contacting radio and television stations and newspapers,
and, if necessary, writing copy for them; and so on. Details, such as how
many posters must be printed, how you intend to keep a record of students who
phone in after hearing about EBCE on the radio, andwho will answer the phone*
must be decided. Seemingly trivial tasks become important if they are
neglected.

* FWS temporarily employed an answering service for calls coming in after
hours and on weekends.




Once each of the tasks has been identified, EBCE staff members should be
assigned specific responsibilities, and a realistic schedule for completion of
tasks should be developed. The schedule for each task should include progress
checkpoints; for example: 50 applications received by May 15, or ten junior
high school presentations made by April 30, or presentation dates set for all
high schools by April 15. Your plan should include a method of devising and
implementing alternative actions should slippage be detected. Careful thought
must be given to assure that the recruitment campaign as a whole is feasible
and that no staff member is overloaded.

The overall timing of the recruitment campaign is very important. If
your concern is fall enrollment, then recruitment and selection should occur
in the spring. This means locating students some five months before enrolling
them (leading to considerable summer attrition), but the alternative is to
recruit during the summer when students are difficult to contact. Recruitment
for the spring term is easier because the time between recruitment in late
winter and enrollment the following spring is much shorter.

Far West staff found the largest source of applicants to be the
junior high schools. Eighth- or ninth-grade students about to enter high
school are already confronted with changing schools and may be more receptive
to an educational alternative than senior high school students who would have
to interrupt their programs and perhaps leave their friends to .transfer into
EBCE. Thus, while the need for resources increases (see page 2), the problems
of student recruitment are lessened if the program accepts students ir the
lowest high school grade level.

© s
F.;.L
¢




Methods of Recruitment

Your recruitment methods should give every eligible student an opportunity
to learn about EBCE and should provide-interested students and their parents with
sufficient information to make informed decisions about applying for admission.
The key, then, is to get the word out. To do this, you should plan to take
all or some of the following actions. There are, basically, two levels of
information to be communicated. The first (through posters, television or
radio spots, newspapers, and press releases) simply tells people where, how,
and when to find out more about EBCE. The other -- presentations at schools --
offers the kind of in-depth explanation of EBCE that prospective students will
want before deciding whether to apply.

Posters

Displaying posters at schools and other places in the community where
students congregate is a useful way of announcing where, how, and when addi-
tional information about the program can be obtained. They should be posted
well in advance of the presentation. It can be useful to include a phrase or
two that arouses the student's curiosity about EBCE. An example might be:
"How would you like to learn about physiology from a doctor, flying from a
pilot, math from an accountant?" Be sure to use examples of resources who
have already volunteered to work with your students.

Posters in starefronts or on employee bulletin boards can be used to
familiarize parents of potential applicants about the existence of the alter-
native program. Thus informed, they may be more likely to attend a presenta-
tion at the school site. |

10




Public Service Announcements

Local radio and television stations will provide free time to make an
announcement about public school programs such as EBCE. Generally, these
"spots" last 15 to 30 seconds, and are played at the station's convenience
for as long as a month. The station rotates the time of the announcement so
that the spot is not heard at the same time on consecutive days.

While radio stations won't charge you a fee for broadcasting these spots,
you will want to consider the time it takes your staff to arrange for the
announcements, then write and deliver the copy to stations. Appendix 1 is
an actual public service announcement used by Far West School. It may be
useful to you in writing your own.

Newspaper Articles

Most city newspapers have either a youth or education section that
will be interested in helping you get word about EBCE to the community. They
may want to interview someone on your staff and prepare an article, or they
may simply print a press release you have written. Coverage of this type
should not be premature. Your article will have more impact if you are able
to tell the community that your school is in full swing, rather than about

where you hope to be in six months. Appendix 2 is an article on FWS written
by an Oakland Tribune staff writer.

Presentations at Junior or Senior High Schools

Presentations can take one of three forms: speaking to an all-school
assembly; speaking to a series of individual classes; or speaking to a group
of students who indicated interest in EBCE by signing up for the presentation.
Speaking to a large group has the obvious advantage of saving time, which may
be very valuable to you during recruitment; on the other hand, addressing a
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class or a small group of prospective applicants enables you to establish a
rapport with students that is hard to attain in an auditorium. Speaking to a
series of specific classes (e.g., American history and biology) which cover
the group of prospective students (e.g., juniors and sophomores) takes consi-
derable time and energy; however, it avoids the bias or screening inherent
in asking counselors tc refer stuc ..s to a presentation. Weighing such
trade-offs will help you decide which approach to take. Remember, though,
that the school administrator must approve your request, and may even tell
you how large your audience can be and where it will be located.

In planning presentations, keep in mind the obvious fact that EBCE
represents a fairly radical departure from conventional schooling. Some of
the features that sound most exciting may seem the least plausible, so be

prepared to deal head-on with questions your Tisteners will be anxious about,

from "structure" to credit assignment. Brief answers will suffice, so long as
they do not hedge and are to the point. The following are some typical ques-

tions, and answers you may consider giving.

e Question: How does EBCE differ from vocational education?

Answer: First, EBCE is not the same as Jjob training. Students do
not primarily learn tasks associated with one job at one site.
Instead, they explore a broad range of careers to learn firsthand
about a variety of options, by finding out what people actually do

in their daily work and how they feel about what they do. Second,
this exploration is fully integrated with their academic studies,

so that while investigating careers and working with adults, students
are also acquiring a comprehensive secondary education.

e Question: What kinds of students go to EBCE?

Answer: EBCE is intended for all students who can profit from self-
directed, experience-based learning. This includes: the student
who has only vague notions of the "real world" and would like to
explore career options through direct experience; the student who
wants to see how book theory is applied in daily life by studying
traditional subjects (1like biology or American government) at a
variety of community sites; the college-bound student who wants to
explore a tentative career choice before setting out on a course of
study; and the student who wants information and know-how needed to
pursue a career interest, or to acquire some entry-level skills,
EBCE is not for students who are unwilling to make decisions, plan
their activities, and accept responsibility for their own education.
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e Question: How can I Tearn anything if I don't go to classes?

Answer: While booklearning is essential, EBCE does not attempt to
duplicate the kind of learning that takes place in most classrooms.
It offers an alternative, in two major ways: (1) it allows you to
test academic theories through direct experience, by seeirg how
concepts and principlies are applied by the people who use then in
everyday situations; and (2) it allows you to integrate learning in
ways not possible in a classroom. To illustrate, a student who
develops a project in American government can learn a great deal
about power relations, citizens' rights, and current political issues
by working at the city manager's office, attending trials and city
council meetings, and interviewing lobbyists and lawyers. In the
course of learning about city government, the student is also learning
what careers in the field are really like. These activities are
supplemented at the EBCE site by discussions with your Learning
Coordinator, meetings with students working on similar projects,
tutorials, and reading.

Hopefully, these few questions will impress upon you the need not only to
have thought through the EBCE concept and its underlying assumptions, but also
to be totally familiar with your individual program. You will find that

students ask very specific questions about school reguiations and procedures.
You will encounter such questions as:

e What are the school hours?

e Do you pay for transportation to and from resource sites?
e How should we dress for school?
e What do we do for lunch?

e Can we try out for any school sports?

Obviously, questions of this nature cannot be answered in this handbcok.
They will have to be dealt with by your staff prior to making any presentations.

Presentations at the EBCE Site

You will also find it useful to hold information sessions at your site.
Some students will have missed the presentation at their home school. Others
may want their parents to hear about EBCE, meet its staff, and see its facili-
ties. And no matter how goo& a job you did of explaining your program at their

11
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home high school, many prospective students will feel the need to touch base
with you to make sure they understand what the whole thing is about. The
presentation can be more informal and relaxed than those given at the high
schools because you won't have the same time constraints that many schools
impose. Here you can give students a chance to get to know the staff and
even talk to other interested students. If parents are to be invited, these
sessions should be scheduled in the evening or on weekends. They should begin
with a well-planned but brief presentation, and then be opened to audience
questions. Appendix 3 is a copy of a postcard used at FW> to inform students
and parents of scheduled presentations.

Remember that the program needs to be explained, not sold; or rather,
let the program sell itself. A good rule to remember when making presentations
is to just tell it like it is. There is some tendency to feel that if you
don't interest everyone in the audience to enroll in EBCE, you haven't given
a good presentation. On the contrary, a student may decide EBCE is not for
him because the presentation was good and gave him enough information to con-
clude that the program was not what he had in mind.

Peer Recruitment

It is interesting to note that the-greatest number of applicants to Far
West School found out about the EBCE program through friends. For your first
year of operation, however, you will have to rely on the methods mentioned
above for informing students-at-large about EBCE. Subsequent recruitment
efforts will be greatly simplified once you have a student body that is eager
to let friends know about the school.

You will also find, once you have students, that it is to your advantage
to have them help you with formal recruitment activities. Not surprisingly,
a student audience is apparently much more eager to hear about EBCE from a
group of its peers, rather than from staff. That students have been the most
effective proponents of EBCE in a public forum speaks well for their commit-
ment to the program.

14




Methods of Selection

A successful recruitment campaign will provide you with more applicants
than there are spaces available. The next step is to verify that each appli-
cant is eligible for admission, using the criteria previously established.

Some of the necessary information about a student can be obtained from the
application for admission. (See Appendix 4 for the application form used

by Far West School.) Other information will be available from the student's
high school transcript. For example, if program entry is restricted to
students 1iving within specific areas of the city, the application provides

the necessary information about residence. But if your program is only enroll-
ing twelfth-graders, then the student's transcript must be checked to verify
eligibility. Or if an entering student cannot be more than two units deficient
in accumulated credit (a requirement at Far West School), then the transcript
is the only source of this information. One possible option is to request

such information from an official at the student's current school; however,
this should only be used as a last resort in cases where transcripts cannot be

located in the time available. You can quickly gain an undesirable reputation
by burdening administrators outside your program with internal tasks.

The three most common methods of selecting the first group of students
for an alternative program are (1) interview and selection by staff; (2) public
lottery; and (3) first-come, first-served. The first two methods have been
discussed briefly in earlier sections. The third method is self-explanatory.
Of the three selection methods, only a random draw (or lottery) is fair and
impartial to all applicants. Both staff interview selection and random-draw
methods were used to select students for Far West School. Student outcomes
showed that the "hand-picked" students were indisinguishable from the randomly-
selected ones. In other words, staff judgment as to who would best benefit
from EBCE was no better than random draw. Unless you have a reason (such as
district guidelines) to avoid a lottery, this method is reconmended.

If you are seeking a student body representative of the target populction
and intend to choose by random draw, then you should strive to recruit cons -
derably more applicants than you will select. The more applicants you have,

1:9
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the more likely it is that, as a group, they are representative of the target
population. Random draw can eliminate members of a small group. It is possible
to stratify the applicant pool on a variable* (such as grade level, sex, or
ethnicity) that you consider critical to enrollment balance. For example, at

an early FWS recruitment, relatively few eleventh- and twelfth-grade applicants
were received compared to those for the tenth grade. To assure representation
of these grades after the random draw, the applicant pool was stratified by
grade. (See Table 2.) The resuit was actually three lotteries, one for each
grade, with the number chosen for each grade proportional to the grade's
representation in the applicant pool.?

Table 2

Distribution of Applicants and Selection Quotas by Grade Level
Far West School, 1974

GRADE LEVEL APPL ICANT POOL SELECTION QUODTA
10th 186 65
11th 51 18
12th _ 49 17
Total 286 100

* It is also possible, but not recommended, to stratify on more than one variable.

t A modification that could be considered is to stratify and select a distribu-
tion across a variable as it occurs in the target population. Thus, if you
receive 70% of applications from females, you could balance the student body
by sex by separating the applications by sex and choosing (randomly) an equal
number from each group. This does not give each applicant an equal chance of
being selected.

12
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While students not chosen in a public lottery are disappointed, they are
at least convinced that their chances for selection were as good as anyone
else's. It is difficult to justify (both to students and parents) rejection
of students through any subjective process, no matter how well-intentioned the
process used.

It is very important that the lottery process be open for observation by
applicants and parents. A school district representative should also be in
attendance to audit and verify the impartiality of the process.

(Y
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Appendix 1
Sample Radio Spot

There is a new high school in Oakland. It's called Far West School.
What makes Far West different from the school you're attending now?
Using the entire city as your classroom, you can explore a variety of careers
firsthand, and complete projects for academic credit. If you want to go iato
medicine, broadcasting, plumbing, law, social work, film, photography -- go
to college, or not go to college -- Far West School could be the place for

you.

Although enrollment is limited, all students registered in an Oakland
public high school are eligible to apply. And there is no cost!

Far West is taking applications for the fall semester now. If you are
interested, phone. The number is 763-0607. That's 763-0607.
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Appendix 3
Postcard Announcement of Presentations

FRONT

FAR WEST SCHOOL - -
360 22ND STREET
OAKLAND, CA 94612

Name

Street

City & State

Zip Code

REVERSE

The Far West School staff invites you and your parents
to attend any one of several presentations to be held
at the school on the dates indicated below:

PLACE DATE TIME

Far West School 1.
8th Floor

El Dorado Bldg.

360 22nd Street 3.
tmkland, Calif.

These presentations are being held in order to give

high school students an opportunity to visit the Far West
School facilities and learn about the alternative high
school program it offers.

126

23




Appendix 4
: Application for Admission

APPLICATION FOR ADMISSTON

Lxperience-33sed Carecr Eiucation Date

ME SEX: f [ ] P

ADDRESS (Number/Street)

(Cirty/State/Z1p)

TELEPHONE DATE OF BIRTH (MonthsDay/Year)

NAME OF YOUR PRESENT SCHOOL

CURRENT GRADE: gth { ) 10th [ ] 1ith [ ] 12¢h [ ]
HOW DID YOU FIND OUT ABOUT EBCE?

Presentation at school [ ] Friend (who?)

Poster at school [ ] Poster elsewhere [ | TV [ ) Radio [ ] Newspaper [ |

Other (specify)

WHAT ARE YOUR FREE TIME ACTIVITIES?

WHAT ARE YOUR PLANS FOR WORK OR STUDY AFTER HIG SCHOOL?

FATHER/GUARDIAN TELEPHONE

ADDRESS (If different from yours)

(City/State/zZ1p)

MOTHER/GUARDT AN TELEPHONE

ADDRESS (If different from yours)

(City/State/2Zip)

PAR NT/GUARD AN APPROVAL DATE
(signature)

FWL-EBCE Pev.12/75

ERIC

-
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This handbook was created by the FAR WEST LABORATORY FOR EDUCATIONAL RESEARCH
AND DEVELOPMENT under contract to the National Institute of Education (NIE).

The opinions expressed here do not necessarily reflect the opinion of NIE nor
endorsement by any other government agency.
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is to assure that the evaluated outcomes of research and development
are presented effectively to schools and other educational agencies.
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The overall success of an Experience-Based Career Education (EBCE) program
depends on communication, cooperation, and balance between the EBCE school site
and the resource sites in the community. At resource sites, students observe
and participate in the working experiences of adults. In individual and group
sessions at the school site with Learning Coordinators (LCs) and other EBCE
staff, they discuss, examine, evaluate, and draw additional insights from these
experiences. Working with adults in the community forms the core of the stu-
dent's educational program; the school site provides a place for students to
share their ideas and experiences, plan individual projects that best utilize
community resources, work on products that develop from their projects, and
take advantage of the advice and guidance of Learning Coordinators monitoring
their progress. Instructional materials and tutorial assistance are provided
at the school site to enrich the student's program; yet the thrust of EBCE is
outward, into the community.

Types of Learning Resources

The essence of the Far West Laboratory's EBCE model* is the personali-
zation of a student's learning program. To provide opportunities for the kind
of close involvement with adults in non-school settings that can both motivate
and educate, the Far West Laboratory has developed three types of learning
resources:

* The Far West Laboratory's EBCE model was developed and tested at
Far West School (FWS) in Oakland, California. Throughout this and other
handbooks, the experiences of Far West School staff and students are used
to illustrate key points.




e Resource Persons (RPs) are adults from a diversity of work settings
willing to share their knowledge, skills, and expertise with inter-
ested students in a one~to-one relationship. The association between
RP and student is voluntary on both sides. Its scope, terms, objec-
tives, and duration are negotiable, dependingon the RP's availability
and the educational needs and interests of the student. Learning
activities usually occur at the RP's place of business and are directly
related to his or her occupation. Ideally, the RP offers students a
chance to develop and apply communications, problem-solving,and social
skills, as well as learn about the career and related subjects and
issues. RPs frequently provide students with opportunities to develop
specific technical skills through hands-on experiences in actual or
simulated work tasks. In addition to working with individual students,
RPs may work with a small group of students with common interests.

e Resource Organizations (ROs) range in size from fewer than ten to more
than several hundred employees. They open most or all of their opera-
tions to students. Activities at these sites typically include pre-
planne. group briefings, tours, and observations and discussions with
individual employees. Resource Organizations give students broad
exposure to a total organization: the nature of the business; its
relationship to the community; the kinds of jobs performed there; how
particular careers interlock; the working conditions and environment;
educational prerequisites for jcb entry; and advancement and projected
availability of job opportunity in the field. Ideally, the RO also
offers interested students the opportunity to work in a one-to-one
relationship with willing adults in the organization.

e Community Resources (CRs) are institutions or organizations open to
the public, such as museums, libraries, aquariums, parks, courts, or
city council meetings. Students use them when working on projects to
supplement information available from other resources. As with ROs,
students may identify RPs within these Community Resources who are
willing to work with them on individual projects.

Resource Persons and Resource Organizations are the key learning resources
for EBCE students. They are distinguished from each other primarily by whether
the commitment to participate has been made by an individual or an entire organ-
jzation. Both are desired. If an individual volunteers to serve as a Resource
Person for EBCE students, the program may then be able to elicit that person's
aid in obtaining either an organizational commitment or other individual volun-
teers within the organization. If, on the other hand, an organization's manage-
ment agrees to offer learning experiences for EBCE students, the program may
then be able to excite employee interest in working with students. Whatever
the initial terms of the relationship, EBCE seeks resources which offer students
both a broad exposure to the world of work and the opportunity to work closely
with knowledgeable and willing adults.




The most significant and lasting educational experiences are those involv-
ing students in a one-to-one relationship with an adult interested in the
student's education. Understandably, resource recruitment will concentrate
on obtaining the support and participation of a broad spectrum of such
individuals. However, while searching for enthusiastic, committed individuals
to work with students, an EBCE program must not overlook the benefits of RO
participation. Resource Organizations expose students to the interrelated
but separate activities in the operation of a business organization or public
agency. Students see and come to understand the rewards and frustrations of
working at highly specialized careers, perhaps dealing with a single aspect of
the business, such as the billing unit. ROs provide students an excellent
perspective on the hierarchies of organization. _

Resource Organizations offer additional advantages for EBCE. If an RP
within an RO leaves the job or decides to withdraw from the program, EBCE does
not automatically lose the learning situation. The RO can help EBCE replace
such losses with other volunteers doing similar or identical work who can fill
the vacant RP role. Also, ROs usually conduct well-planned and ordered
activities, easing EBCE staff administrative tasks. In short, if an RO with-
draws its support for EBCE, the program loses not one resource, but several.

The tendency among some ROs toward highly organized activities may not
always provide for an individual student's needs and interests, causing
negative impressions which tend to spread rapidly among students. Also, due
to administrative considerations, ROs often require a minimum number of student
participants at each Orientation or Exploration, inhibiting the one-to-one
contact which EBCE so strongly promotes. These problems, however, are more
than offset by the advantages gained from RO participation in the program.

Levels of Student Involvement
with Resources

No two resources will establish identical relationships with the program
or with students. Nor does EBCE dictate length of involvement or specific ac-
tivities students and resources will have. One visit and a tour may satisfy
a student's needs and curiosity about one profession, while at another site he
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may spend literally hundreds of hours with a single person. With staff assis-
tance and concurrence from the resources involved, each student decides when,
where, with whom, and how long he will engage in an available resource activity.
Within this framework, the ideal resource offers interested students three
possible levels of involvement, with varying activities appropriate to each.

e Orientation. During the first visit, the resource and student
become acquainted. The student explains what he* wants to learn,
while the resource describes the activities in which he could
involve the student. The resource also briefly explains his job;
frequently he will give the student a tour of his place of work
and, if appropriate, introduce the student to his co-workers.
Orientations at ROs are typically pre-planned and given to small
groups of students. Orientations generally last from one to nine
hours, or one to three half-days.

e Exploration. Explorations are designed by the student and the
resource to enable the student to acquire certain skills and
knowledge related to a particular theme or topic. These activi-
ties are the core of the student's independent study or project,
and take place according to a schedule developed by the student
and the resource. Explorations generally range from five to ten
half-days, or 10 to 40 hours.

e Investigation. If the Exploration strives for breadth, the
Investigation seeks depth. The Investigation is a long-term
experience in which the student acquires considerable knowledge
and skill in the subject and career area of the resource. At a
Resource Organization, a student may learn about the entire
company by working in each of several departments, rotating
after a week or two in each.

Usina a college curriculum for comparison, an Orientation is similar to
the process at the beginning of a semester in which a student attends many
classes to determine which he wants to take. An Exploration is similar to
introductory and survey courses, which give a student insight into what is
available in a given field. An Investigation is comparabie to an upper division
course, with emphasis on intensive study in a more specialized area.

Exhibit 1 provides an overview of these three levels of student activity
with resources in terms of purposes, types of activities, and time associated
with each level.

Information about RPs, ROs, and CRs and the 1earning activities they offer
is conveyed to students and staff through Resource Guides, which are the end
product of the resource development process. Guides are written for each

“* Throughout these volumes we have generally used the masculine pronouns he, hdm,
and his in instances where we obviously mean to refer to both male and female
students, staff, or resources in the community. We were unable to find an
alternative which was not cumbersome.
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Exhibit 1
Levels of Student Involvement With Resources

ORIENTATION

Purp T. acquaint the student with an
2rganization Or with a career/subject area
ind witn 1 Resource Person so that he
broadens his awareness and can reasonably
iecide wnether he wants to explore the
vrganization, area, or personal relationship
any furtner.

wpes 9! Activities: Discussions, quided
tcurs, meceting Resource Persons, asklng
juestions, reading background material,
viewing r«lated films, and so forth.

Estimated Time Involved: 1-3 nalf-days,
or 1-9 nours.

EXPLORATION INVESTIGATION

Purpose: To provide the student with suffi-
CJlent exposure to a career/sub)ect area Sc
thatne learns basic concepts and processes
used i1n the ficeld; :zan evaluate the area 1in knowledge and skills (competences) neJ«ssary
terms of his own lnterests, values, and for personal, vocational, or educational
aki1lities: and can reasonably decide whether goals.

to seek 1n-depth experience to acquire
specral1zed knowledge or skills proficiency.

Purpose: To provide the student with
sufficient experience 1hG an organizatisn
or career/subject area to develop specific

Types of Activities: Accompanying the Types of Activities: All of the greceding

Resource Person as he goes about his tasks;
interviewing people 1n the wrgan:ization:
learning about horizontal and vertical
relationships between persons and functions:
selecting a particular problem for research
or study:; reporting and discussing his
findings and 1mpressions; gaining limited
hands-on (minds-on) experience 1n represent-
Jtive tasks or problems: reading supglemen-
tary material; viewing {1lms; and pursuing
related studies.

Estimated Time Involved: ©-172 additisnal
half-days, or l¢=3% hours.

U'IH
e

activities, plus on-the-site training and
mAr:s: vXtensive p(-tt.ondl 1nve lvement 1r
performing tasks and assignments, and
intensive study of related materials.

Est:mated Time Involved: 10 or more addi-
tional helf-days, or 49 or more hours.

o BEST COPY AVAILABLE
ERIC
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individual resource and outline the range of potential learning goals and
activities students could undertake at the site. Students and Learning Coordi-
nators use this information to select resources ré]ated to individual students'
goals, interests, or learning needs. Once Orientation activities at a site
have been completed and the student has chosen further involvement there, the
Resource Guide helps the student, the resource, and the Learning Coordinator
build a personalized learning project tailored to the student's needs and
interests. The sequence is not necessarily a linear, one-two-three step

process. A student may, for example, go from an Orientation directly to an
Investigation.

Purpose and Content
of the Handbook

This handbook describes the resource development and support processes
used in the Far West Laboratory's EBCE model and illustrates some of the exper-
iences of program staff to aid potential EBCE adopters in planning their own
resource development efforts. The handbook assumes you are already familiar
with the FWL-EBCE model, as described in the Program Overview. (See Volume I.)

The following pages discuss the major resourcc development tasks --
determining resource needs, identifying and contacting potential resources,
and analyzing the learning potential of resource sites. Sample Resource Guides
for a Resource Person, a Resource Organization, and a Community Resource are
presented to illustrate the kinds of learning opportunities such resources can
offer. (Because the Resource Guide is the end product of resource development,
it would be helpful to turn to page 35 for a moment to familiarize yourself
with sample Resource Guides before proceeding further.) Needs and methods for
maintaining the pool of volunteer resources are then outlined in the section
on resource support. The section on the resource information system describes
instruments and procedures for communicating adequate and up-to-date information
about resources to staff and students. Finally, the appendices contain a de-
tailed statement of the objectives of resource development and maintenance,
instructions for writing Resource Guides, and copies of the instruments and
forms used in resource development and support.
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Purpose and Tasks

The resource develobment process should result im a pool of Resource
Persons and Resource QOrganizations that understand the program's educational
goals and are able to help students achieve them. It should also produce a
varied set of resources which will meet the wide range of student needs and
interests. This process rests on the successful accomplishment of three tasks:
determination of resource needs; identification of potential resources; and
recruitment and development of appropriate resources.

This section of the handbook discusses each task separately and includes

“explanations of how resource development procedures vary according to the type

of resource (RP, RO, or CR).

Determining Resource Needs

Factors to Consider

Determining an EBCE program's n3:eds f¢¢ resources is an ongoing process.
Decisions as to the number and kinds of resources needed are based upon both
prescribed and expressed needs of the student body.

Before initial resource needs can be determined, decisions must be made
about the composition of the student body to be served, both in the immediate
and distant future. (For instance, sophomores may have needs which seniors
do not.) The numbers of students to be accommodated and the anticipated growth
rate of the student body obviously affect resource needs. Far West School
staff has found, interestingly, that increases in the student body do not
necessarily require proportional increases in resources. FWS began its first
full v ar of operation with 51 Resource Persons and 23 students, approximately
a two-to-one ratio. In its third year of operation, with 110 students, the
program had available approximately 120 Resource Persons and 25 Resource Organ-
jzations. As the student body increases, more students share common needs and
interests which can be filled by the same resources. It is not the number of
resources, but the number of committed resources that counts.
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A fledgling program might begin operation with 50 students and an equal
number of available Resource Persons, provided the resource pool offered suffi-
cient diversity to accommodate students' expressed interests. Students with sim-
ilar needs might work with resources on a small-group or rotating basis until the
pool is expanded. Students themselves can be trained to recruit and develop
additional resources needed to pursue their own subject and career interests,
thus building the pool for future students.

Decisions must also be made about the objectives of the program and the
requirements students must meet to graduate. To guide the development of
learning resources and the planning of student programs, Far West School staff
developed statements of desired student learning 6utcomes and requirements for
graduation. (See the Learning Coordination handbook.) The FWS core student out-
come objectives and requirements focus on the development of knowledge and skills
considered essential for independent learning and adult living -- knowledge of

one's own interests, values, and abilities; knowledge of a range of possible
career endeavors; knowledge of the skills of acquiring, using, and communicating
information; problem-solving; decision-making; and dealing effectively with
other people. Because almost all resource sites have the potential for these
kinds of learning outcomes, the core objectives are useful as guideposts to
refer to in analyzing the learning potential of resource sites, rather than

for determining the kinds of resources needed.

In addition to identifying the core knowledge and skills areas in which
student growth is desired, Far West staff also developed objectives for
students to explore and expand their understanding in several areas depending
upon their own needs, abilities, and interests. These elective areas --
including, for example, physical fitness, social/cultural awareness, science,
mathematics, and foreign language -- overlap traditional school subjects and
provide a basis for determining resource needs. A list of major subject areas
offered or required by local high schools may also help ensure that the pool
of resources provides opportunities for students to expand their understanding
and skills in diverse areas of human knowledge and endeavor.

EBCE also seeks to provide students with a broad exposure to career
opportunities and the means for exploring and developing their own career
interests and potential. In determining an EBCE program's specific needs
for resources, then, the following goals are central. The resource pool
should: |
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e provide a sampling of resources which cuts across a broad
range of career categories and levels;

¢ offer students learning activities which will enable them
to acquire knowledge and skills necessary to meet local
school district and EBCE graduation requirements; and

¢ enable students to investigate careers énd subjects in
which they have expressed personal interests.

Setting Initial Goals

Because resource development is a time-consuming process, it should begin
even while final decisions about program goals and the composition of the stu-
dent body are being settled. Given a taxonomy of career categories and some
knowledge of potential student interests, the staff can meet and agree upon the
number of resources initially needed in each area. For example, using the 12
American Institutes for Research career families (see Exhibit 2, page 10) the
staff might decide to try to develop five Resource Persons in each category
within two months. As these career categories overlap several major subject
areas, an additional subject checklist is not needed. If the health field is
a major area of interest among students, the staff may decide to set a higher
goal for it. If biology is a required area of study, medical laboratories,
veterinary hospitals, and related resources will have higher development prior-
ity than resources related to an elective area such as geology. In any case,
the outcome of staff deliberations is an initial list of the general kinds and
numbers of Resource Persons desired.

A large Resource Organization might satisfy the initial goal for Resource
Persons in one or more of the career fields. For example, a public housing
authority may provide Resource Persons in the secretarial/clerical field, the
construction trades, the mechanical trades, and the public service field. Or
the program may find it needs to recruit 20 individual volunteers from a variety
of organizations to meet the same needs. Eventually, the program should aim to
obtain Resource Persons in similar careers but in different kinds of organiza-
tions if it hopes to offer students a broad exposure to the world of work.
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Career Categories and Levels

The staff should adopt a taxonomy of career categories which can be used
to ensure a representative sampling of major kinds and different levels of
careers. Far West staff initially used an alphabetical list of 22 areas of
work from the Dictionary of Occupational Titles and currently uses a set of
career categories developed by the American Institutes for Research (AIR) as
checklists against which to assess the breadth and depth of the resource pool.
(Exhibit 2 on the opposite page shows the AIR taxonomy.) The AIR categories
were chosen by Far West because career guidance materials employing this taxon-
omy were being used by students. Before choosing a taxonomy for indexing its
resource pool, the staff should look into the career families or clusters
cUrrent]y in use within the district, because a common system for cataloging
and accessing career information is desirable.

The career taxonomy adopted or developed should enable an EBCE staff to
identify whether its resource pool represents major kinds of work (such as

careers in sales, trades, the sciences, the sccial sciences, business manage-
ment, law, the arts, and agriculture) as well as levels of work (such as careers
requiring a high school diploma, those requiring two or four years of post-
secondary education or training, and those requiring graduate work). The
taxonomy should also allow the staff to easily determine the appropriate cate-
gory for new resources developed. None of the taxonomies examined, developed,
or used by Far West School staff have met all of the program's needs; however,
several would provide a sufficient checklist to ensure a reasonably diverse
resource pool offering students broad exposure to the world of work.

When determining resource needs, the staff should also seek to-obtain
resources in the public and private sectors, commercial and non-profit organi-
zations, and large and small organizations. In order to avoid trying to
accomplish everything at once and doing nothing well, however, it is best to
begin with an effort to obtain resources across diverse kinds of work, then
periodically reassess the growing pool against other criteria to identify areas
in which recruitment efforts should be concentrated.
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Academic Needs

EBCE staff must also decide what academic subject areas it hopes (or needs)
to help students pursue through study projects using employer/community resources.
For example, allowing students to pursue elective social science credits creates
a general need for Resource Persons or Organizations working in social science
fields. Deciding that students should be able to earn credits in American
government through projects in the community requires sufficient numbers of
resources in politics, government, and related fields. The staff must also
decide when it hopes (or needs) to make such resources available. For example,
an EBCE program might begin operations with a student body of seniors only (who
have met most of the district's specific subject requirements and need primarily
elective credits) while the resource pool is expanded to offer learning oppor-
tunities in required areas of study. Or the program might begin operations on
a part-time basis so that students obtain English, math, and science credits
by attending traditional classes and earn elective credits through independent
projects with resources, until the resource pool is gradually expanded to cover
required areas of study.

Student Interests

To the maximum extent possible, an EBCE program must endeavor to provide
resources which will enable its students to pursue their own interests as well
as meet requirements. Seldom are the two mutually exclusive. Student interest
in required subject areas such as biology can be heightened if students can
work with ecologists, veterinarians, or other Resource Persons (or Organizations)
directly related to their interests in issues or careers.

If the student body composition for a beginning EBCE program has been
determined, the staff might begin assessing its resource needs by polling
applicants' career and subject interests, or by surveying a sample of potential
applicants. For example, Far West School staff polled returning students by
mail (see Exhibit 3) to discover some of their major career and subject interests.
(New students' interests were listed on their FWS application.) Their responses
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Exhibit 3
Letter Soliciting Information on Resource Needs From Students

Far west school

a program of Far West Laboratory for Edi:cational Research and Development
360 22nd Street, 8th Floor, Oakland  California 34612, Telephone (415) 763-0603

Dear FWS Student,

During the summer we will be recruiting additional resources for the 1974-75
school year. 1In order to ensure a mix that reflects your needs, we are .
soliciting your help and suggestions through answers to the following questions:

1. What career fields do you anticipate exploring in the 1974-75 school year?

2. What subject area fields do you need to earn credit in next year?

3. In what special interest areas would you like to have RPs available?

4. Are there any specific organizations you would like to see available as
resources?

5. What was your best RP or RO experience this year?

6. If you were responsible for developing resources for an exnanded student
body in 1974-75, what ¥ind of resources would you expect to be most needed?

7. If an additional package is developed, what field would you suggest that
it cover?

8. finally, any suggestions regarding resource recruitment that the above
questions didn't touch upon will be appreciated.

Yours for a happy Summer,

Resource Analyst
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indicated they wanted to explore such diverse fields as dance, medicine, leather-
crafts, military law, aviation mechanics, and small business management. While
far from complete, the information provided staff with a starting point for
planning resource recruitment. At the beginning of each school year, students
complete the Student's Initial Planning Worksheet, which also records their
interests and can be used to plan resource development At Far West School,
students continue to report their individual interests throughout the year

via a Request for Resource card. (See Appendix 5 for descriptions and copies
of these forms.)

Identifying Potential Resource Sites

The second major development task is to identify potential resources in
the community and decide which to approach. Ideally, the first persons con-
tacted are those most likely to be interested in the program. Developing an
initial cadre of resources is hardest, as potential participants are uncertain
what "participating" really means. Once an EBCE program has begun operation,
it can use its existing resources and track record -- real people and concrete
examples of students learning at resource sites -- to excite wider interest
in the community.

Previously Developed Resources and Contacts

An obvious starting place is to identify those employer/community
resources already working with the schools in some capacity. Many schools
have a list of volunteers in various careers who will give classroom presen-
tations on request. Community participants in career days offer another
potential source of committed adults who might be interested in long-term,
one-to-one involvement with students at their place of work. Employers
providing exploratory and actual work experience opportunities for students
might be interested in recognizing and expanding the learning potential
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inherent in such situations. Special care should be taken to ensure that such
resources are thoroughly oriented to the program's goals, key assumptions, and
procesées, and that the differences between EBCE and work experience programs
are understood.

Another, perhaps obvious, starting point is personal contacts. Anyone
known to be interested in the program -- school staff, board members, spouses,
and friends -- should bz asked if they have acquaintances who might be inter-
ested in working with EBCE students. Each new RP developed should be asked if
he or she knows others who might participate.

Thus, the initial pool of volunteers mav consist only of personal contacts
and resources already available to the schools; but to develop as wide a spec-
trum of resources as possible, or to accommodate individual student requests,

the staff may frequently need to start from scratch in identifying potential
resources.

Other Sources

Regarc’ess of the social and economic differences among communities, there
are common sources for identifying potential resources. For example:

1. Published Materials

a. An obvious source of information is the telephone directory's
yellow pages. In them, active members of many professions or
trades are listed together.

b. Chamber of Commerce publications list industrial parks and
growth industries. Lists of individual Chamber members may
also be available, as well as lists of member firms.

c. Tourist guides are a useful source for potential sfte iden-
tification. They list local recreational and entertainment
facilities, including cultural institutions and events.

d. Promotional literature put out by federal, state, or local
government agencies often provides information on possible
resource sites.

e. Local newspapers may have special shopping day issues in

which merchants and businesses advertise themselves,
detailing their services to the public.
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2. Service Organizations

The Rotary, the Lions, the Kiwanis, the Junior League, and other
groups are committed to various types of community service as a
nrerequisite to membership in good standing. For this reason,
their members are likely to listen to presentations designed to
elicit their participation in EBCE.

3. Business and Labor Organizations

Organizations such as the Chamber of Commerce, the Central Labor
Council, union locals, and professional associations can be
approached as possible resources and for referrals to individuals
and organizations who might participate in EBCE. :

4, Community Familiarization

Those people responsible for developing an EBCE resource pool

need a working knowledge of local commercial and industrial
di-tricts, their location, and available tr insportation. Many
cities have specialized business districts: a financial district,
a civic center (often inciuding state or federal offices as well
as libraries and museums), an auto repair district, and a shopping
center. Once identified, these areas can be canvassed.

Using these sources -- previously developed resources, personal contacts,
publications, organizations, and knowledge of the community -- a list of
potential resources categoried by career area can be generated. There may

be literally hundreds of organizations, public and private, large and small,
from which to choose.

Resource Recruitment

To avoid excessive concentration of development efforts on a narrow range
ot resource types, a quota should be set for numbers of initial contacts to be
made in each career or subject category desired. For example, plan to contact
ten in each category and obtain their responses before contacting the next ten.

Resource recruitment should begin where the greatest success is anticipated:
with those persons or organizations which have already demonstrated an interest
in education and working with young people, and with those whose names were
obtained through personal contacts. Canvassing employers or "walking in cold"
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may be effective at a later time, once EBCE is better known in the community.
A time-consuming method, it should be used in developing the initial resource
pool only when absolutely necessary.

The purpose of the initial contact is simply to spark sufficient interest
to enable a staff member (usually the Resource Analyst*) to make an appointment
(1) to discuss the program and what participation would mean for the particular
organization or individual and (2) to work with the resource to identify and
analyze learning activities at the site. (The differences between recruiting
Revource Persons and Resource Organizations are discussed in the section on
developing Resource Organizations, beginning on page 27.)

Recruitment is easier and more effective if informational materials a:=
available to distribute to potential resources. Far West staff initially
developed a brief, three-page handout titled Open Your World to Students
and later produced a longer, more professional brochure called The Community
[s the School. The former has a blank Resource Information Sheet attached to

it with a return address printed on the reverse side so that a potential
resource can simply complete the form and mail it to the school. This is the
simplest and least expensive form of informational material a developing pro-
gram could produce. More polished brochures and handbooks can be produced
later as needed and as time and funds allow. See Appendix 6 for a copy of

the three-page handout and the brochure. Either of these materials may be
adapted for local use.

Determining Who Does It

The first task in deciding how to approach a potential resource is
deciding who should do it. If the potential resource was identified through
a personal reference, it is best to have the person making the referral also

make the initial contact, either alone or in the company of an EBCE staff

* The Resource Analyst has primary responsibility for resource recruitment,
development, and support. He may have one or more Resource Developers
(Learning Coordinators, other EBCE staff, or work-study students) to help
him. The term "recruiter" refers to anyone who recruits a resource.
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member. In approaching a large organization, it is helpful to have an
influential member of the business community who endorses the EBCE concept
(a school board member or a service club president, for example) make the
initial contact and "open doors" for program staff. Depending on their own
confidence and competence as "salesmen," the staff itself should be able to
make most initial recruitment contacts.

Determining How

Having decided who should make the initial contact, the method to be used
is selected. The person making the contact should select the method most com-
fortable for him. EBCE staff who might be on unfamiliar turf and pressed for
time should consider the following approaches.

Telephone. Phoning has two advantages. It provides immediate results and
also 1imits the actual time spent in program explanation, allowing resource
recruiters to spark initial interest by presenting a capsule summary of the
program. (Appendix 1 is a sample introductory phone call.) Such an intro-
duction almost invariably results in a deluge of quite specific questions,
shifting the burden of the conversation from the caller to the potential
resource. Answers to those questions should be brief. The primary objective
of the phone call is to set up a personal interview during which EBCE can be
explained in depth and detail. After several questions, it is wise, therefore,
to ask the potential resource if he thinks he would like to participate in or
learn more about EBCE and, if so, if he is the person who would make the
decision to participate. If appropriate, suggest that a meeting be arranged
between the Resource Analyst and the person in authority. At that meeting,
the extent of participation and specific types of learning activities possible
at the site can be explored.

Mailings. Using the mail for an initial introduction of EBCE to potential
resources is occasionally necessary, but lacks the immediacy of a telephone call.
In addition, mass mailings may seem impersonal, and can easily be ignored or
mislaid and forgotten. Mailings serve best as follow-ups to introductory tele-
phone conversations which establish initial rapport. (Appendix 2 is a sample
recruiting letter.) Letters from influential persons endorsing the program may
open doors for follow-up telephone calls or visits by EBCE staff.
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Personal Visit. Initial contact through personal visits to potential
resources is also effective. Obviously, the number of individuals a recruiter
can readily contact in person is Timited when compared with the range of con-
tacts possible by telephone in the same amount of time. A personal presenta-
tion can, however, serve to introduce EBCE to groups such as the Lions, the
Rotary, or the Junior League, or can be used by a resource recruiter when
canvassing neighborhood businesses.

Making Initial Contact

EBCE staff will find that different individuals must be approached about-”
possible participation in different ways, and that each potential resource
will respond differently. The first questions people raise during initial
contact provide the resource recruiter with important clues to guide the
conversation. Here are some commonly-voiced questions and concerns he would
be well advised to have answers to before beginning:

e Could my children participate?

® How is EBCE different from work-study programs?

¢ Is it a special program for dropouts?

* Is it vocational education?

* When do the students go to school?

e How much time must I spend with students?

® Do I have to grade students?

e Am I responsible for recording the students' attendance?
* Am I responsible for disciplining students?

Whatever the questions, the resource recruiter should respond directly
and with candor. It helps, of course, to emphasize positive program aspects
when answering such questions. If a question concerns labor union participation,
for example, the recruiter should stress the importance of students Tearning
through firsthand experience about the Tabor movement, how unions operate, what
they do for their members, and their role in the American economic and political
system. If a question concerns the difference between EBCE and vocational
education, the recruiter should emphasize that EBCE serves the needs of some

150

19




students by help}ng them clarify their career goals before committing them-
selves to preparation for a specific vocation. In every instance, the recruiter
should stress the potential benefits of EBCE participation to the resource and
to students, and avoid criticism, real or implied, of other educational
approaches or programs. _

The major questions in the minds of potential resources usually focus on
what participation will mean for them. ("How much time will it take?" 'What
do I do with students?") Such questions cannot be answered before the volunteer
and the Resource Analyst meet to identify potential learning activities at the
site and the restrictions, if any, on student participation. (Although initial
contacts may be made by individuals other than EBCE staff -- students, resources,
influential friends of the program -- subsequent development meetings with the
new resource should be made by the Resource Analyst or other trained personnel.)
If the potential resource expresses sufficient interest to engage in further
discussion, the initial contact should close, if possible, with an appointment
being made for the Resource Analyst to meet with the person and any others in
his organization who might be interested in learning more about EBCE.

Selecting Resources

Nearly everybody has something to offer EBCE and most are willing to share
what they have. The final decision on whether a resource can provide enough of
the kind of educational experiences desired by the program to warrant that
resource's inclusion will be a highly subjective one. The decision will be
based, in part, on the availability of other resources in the same career
area. Two factors should always be considered:

1. 1s the resource accessible by public transportation? At the Oakland

site, a local sewage treatment plant was a potential resource site,

but students going there would have to provide their own automobile
transportation.

2. Are its hours compatible with those of students in the program?
One computer programmer volunteering as a resource for the Oakland
site did his most important work during the graveyard shift. It
is also possible that a resource's job schedule wili rotate on a
two- or three-shift basis.




Even resources with such Timited access may be included in the resource pool if
they offer exceptional learning activities for students.

In the initial stages of resource recruitment, EBCE staff will not be able
to be as selective as they will later on, when the resource pool has been
established. At that point, these are some of the criteria that can be useful
in deciding on the suitability of a potential resource:

® The student can have hands-on experience in real tasks of
increasing responsibility and difficulty.

® The resource is experienced at, or has a strong interest in,
working with adolescents. .

® The resource has time to instruct the student and assess his
progress.

e The resource is willing to discuss how his career affects his
personal life, such as necessary overtime, transfers, or enter-
taining potential customers at home.

® It is apparent that the site is an equal-opportunity employer.

® The resource is willing to work with a slow learner. (Many
resources want to work only with "quick" or "bright" students;
we need to balance this with people who will help the less
motivated, or less able, student.)

® The student can choose among several activities at the site.

Potential Resource Organizations can be evaluated according to: .
® the number of students who can participate;

® the quantity and quality of hands-on experience possible;

® the availability of staff to instruct and review students'
work on a one-to-one basis; .

¢ whether Investigation-level activities are available and,
if so, their nature;

e the variety of careers students can explore;

e the kinds of basic, Tife, and career development skils
students can develop; and

® evidence that the organization is an equal-opportunity
employer.
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Developing Resources

There are no set roles for resources. An EBCE program must accommodate
the needs and interests of individual resources as well as students. Every
newly-recruited resource determines his or her role in the program with the
Resource Analyst's help. In order to do so, however, resources must understand
the underlying concepts of EBCE, its goals, and how the school operates. At
the same time, EBCE staff need to identify what students can do and learn at
the resource site. Thus the purpose of additional meetings with new resources
is to establish the resource's role, inform him about the program, and analyze
the site for learning activities. The information in this section applies to
the development of all resources. Distinctions between RP, RO, and CR develop-
ment are discussed on pages 27 and 28.

Program Presentation

If the Resource Analyst did not recruit the resource he is interviewing,
he must probe to learn how much the person knows about EBCE and to surface any
questions or reservations about participating. Such issues should be the first
ones addressed.

Based upon the resource's familiarity with and understanding of EBCE,
additional explanation of program goals and concepts may be necessary. Some
important topics for discussion are:

1. The concept of EBCE as a student-centered, individualized,

experience-based educational program which uses the community
as a classroom.

2. An explanation of staff roles: what a Learning Coordinator
does; how his job and that of the Resource Analyst differ;
and the names and functions of other staff. (See the
Administration handbook.)

3. Project planning, credit assignment, and supplementary resources
available at the school. Define what a project is, what forms
students will bring with them and why, and how credit is earned.
(See the Learning Coordination handbook.)




The Resource Analyst should assemble and bring with him a packet of
school materials and forms to use as examples in explaining the program. The
resource should also be shown a copy of each project planning package in which
he will eventually be listed. (If funds permit, project planning packages
should be left with the resource for future reference.)

Other questions frequently raised by resources concern the make-up of the
student body, the relationship of the program to the public schools, cost to the
student, student selection procedures, the funding source, liability for injuries
and accidents involving students, and what students will expect from them. At
Far West School, these and similar questions are answered in the Guide for

Resource Persons, which is given to each new resource recruited. (The guide
can be easily adapted for local use.)

Roles and Responsibilities of Resources

Moét resources assume they are volunteering for a very structured program
in which they spend a set amount of time with students every week teaching them
all the same things. Therefore the Resource Analyst should stress the individ-
ualized and flexible nature of the EBCE learning process. Resources should
understand that students have a major responsibility for their own learning
programs, and will need the help of the resource in planning activities appro-
priate to their individual interests and needs. Resources can determine how
many students will work with them, when, and for how long. They can also
decide whether they will evaluate their students' work.

Resources are requested to phone the Resource Analyst or the student's
Learning Coordinator when students miss appointments, but they are not expected
to discipline students. Rather, they are encouraged to treat students as they
would an employee or colleague.

Although the ideal resource offers students choices of activities at any
of the three activity levels, any willing resource should be considered for
those learning experiences he can provide. For example, Far West School devel-
oped some Resource Persons willing to help students plan projects or to discuss
their careers, but unable to provide learning activities at their work site.
Others come to the school and conduct workshops in fields such as photography
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for groups of interested students. Resource Persons may also choose te serve
as adult friends able to share interests in such diverse subjects as ceramics,
auto racing, or fishing.

Some Resource Organizations prefer a structured sequence of activities in
which the students participate according to a prearranged time schedule. Others
work with students on a less formal basis, with the sequence and schedule of
activities arranged with the student's Learning Coordinator or the Resource
Analyst to suit the convenience of both the student and the employees with whom
he will work. Variations of structured and unstructured programs are almost as
numerous as there are resources. The important point to stress is that a pro-
gram can be devised according to the needs, interests, and constraints of the
participating organization or individual.

Analyzing the Site for Learning Activities

Begin the site analysis by asking the resource to explain his job. Ques-
tions should start the resource thinking about his work, the problems he solves
and procedures he follows, to help him see how a student could fit into his
routines. Below are questions covering the most important concerns to be
addressed. (Item 6 in Appendix 5 is a copy of a Resource Site Analysis Work-
sheet, which may be used both to take notes and to check the completeness of
the interview.)

What are the nesource's regulan duties? Could the student accompany the

Resource Person on rounds he makes? Could the student participate in any of
the routines? Are they of educational value to observe or do? For how long?

What can a student do at the site? Are there tasks he can come in and

handle from the outset? Are there tasks he could perform with prerequisite
skills such as typing, drawing, or math skills? What tasks could a student
perform after having them explained to him?

What can a student cbserve at the site? If the student cannot do what
the resource does, can he watch while it is done? At the same time could the

resource explain what he is doing and why?
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What can the nesounce discuss with students? Can he talk about his career?
His hobbies? How much of what he does professionally can be put into terms that

will be useful and meaningful to students? What outside activities would he
enjoy discussing with students?

Are therne some academic prenequisdifes fon participant students? What basic

skills competence will students iieed? Is the resource willing to teach students
such skills and, if so, to what extent?

What <5 the nesounce's career background? How many years has he done this
type of work and in what settings? How did he enter the caveer? What is his
own formal educational background? How much of it does he use on the job?

(Use discretion regarding discussion of a person's formal education. There are
many self-made men and women in business who could be sensitive to such ques-
tions.)

What gellow employees could the student meet with to discuss wornk and
carees? 1s there someone whose work relates to that of the resource, yet is
different in specific details? Would it help the student to see the flow of
work from one person to another within the organizational unit?

What equipment can the student Learn to use? Within Tegal constraints
regulating equipment minors may operate, what could the resource teach the
student to operate? It could be something as simple as an electric drill or
a duplicating machine.

Does the nesounce attend any meetings as part of his wornk nesponsibilities?
If so, could a student benefit from attending any of them? He could learn, for

example, how an architectural partnership decides what design jobs it will
undertake as well as how to draw plans to meet client needs.

What professional associaticns <is the resounce a member of? Does the
resource belong to any unions or advisory or other groups? Do they hold regular

meetings? Are meetings open to the public? Could a student accompany him?

For example, FWS discovered that a Resource Person was a member of the American
Association for the Advancement of Science and could arrange for EBCE students

to attend the association's regional convention in San Francisco. The students
worked as session aides in exchange for registratiocn fees and were permitted to
attend all conferences.




How much time can the hesouwrce spend with students? Does the resource
realize that some students may want to spend as many as 100 hours over several
weeks learning about his career and developing related skills? How often will
he want a student visiting his site? Are some times during the work day or
week better than others?

Besides learning about the resource's work, his interests, his formal
education, his experience, and the extent to which he can participate in the
program, the Resource Analyst must also find out why he is volunteering to work
with students and how he will relate to them. The Resource Analyst should ask
himself the following questions:

e What kind of student might work best with the resource?

e What personality conflicts might arise between the resource
and students?

¢ What benefits does the resource expect from participating?

Identification of the resource's personal biases can provide clues to under-
standing what will happen when a student visits him.

The Resource Analyst should end the interview with a brief reminder of
the incentives for and benefits associated with being an EBCE resource. The
following are some possible points to make:

1. The resource helps provide EBCE students with a better, fuller
educational opportunity than students who never experience the
world of work until they become job seekers.

2. High school students bring with them to any job site their unique
interests and perspectives. These serve to keep the resource and
others working with them in touch with young attitudes and ideas.

3. The presence of high school students at a business can stimulate
employees to better performance of their jobs. After all, in a
very real sense they are teachers and have to think about such
things as how to describe and perform their jobs. One of the
best ways to sharpen skills and renew interest in a subject is
to teach it to another person.

4. Students can, in many instances, help the resource with what he
is doing in exchange for the learning opportunities provided.
(Stress, however, that the student is only to be engaged in
actual tasks which do offer educational value.)

5. By participating in EBCE, any resource is plainly creating good
public relations through community service.
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Resources should be warned that they may not see a student for some time,
since activities with resources are student-initiated according to their
educational needs and interests. Remind the resource to keep in touch with
the school and to report any changes in his status which will affect his work
with students. Resources should also be invited to visit the school site at
their convenience to meet other staff and learn more about the program.

Developing Resource Organizations

There are few basic differences between development of Resource Persons
and Resource Organizations. The major differences are the time and protocol
involved. With Resource Organizations, a more formal approach and atmosphere
are frequently necessary. Since most or all of the organization must be
analyzed for learning activities, development takes considerably more time.
The clearest way to illustrate the reason for these differences is to describe
RO development step by step.

Initial Contact. Often the Director of Operations or influential board
members make initial contact with top-level management personnel of the pro-
spective Resource Organization. No decision regarding participation is likely

to be made immediately.* It may even be necessary for the recruiter to make
several contacts with the organization's top management before developers are
asked to explain the program to its department heads and supervisors.

Program Presentation. The audience may be the entire staff, to which the
Resource Analyst must explain the program and what participation will mean, or
it may only be department heads whose employees will be affected by participa-

* Management of an organization may endorse the EBCE concept but decline to
participate as an organization. It is not uncommon for such organizations
to take a passive role but permit recruitment of ind1viduq1_s§aff membgrs
by EBCE. In Oakland, for example, the local municipal ut111t1es-dys§r1ct
was approached with a proposal to become an RO. The personpe] division
determined that it did not want the responsibility of coordinating EBCE
activities, but recommended to the district's management that the program
be endorsed and that a resource developer be permitted to make a recruitment
presentation to the heads of its various divisions. Ultimately a number of
division heads were recruited as individual RPs.
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tion. After this presentation is completed, the Resource Analyst should arrange
individual conferences with department heads who will participate in the EBCE
program. This could involve several meetings at which site activities for
students are planned and personal commitments for participation obtained from
employees.

Site Analysis. Analysis of learning activities is done department by

department and requires several interviews. Learning activities are designed
according to the policy established by RO management, the interests of the
department head, and thz type of department involved. Students may work with
staff members on a one-to-one basis in activities 1like those possible with
Resource Persons. In other departments, they will follow a set schedule of
activities. For example, the advertising department of a retail furniture
company requested a schedule of activities be developed so that students could
follow the creation of an ad from beginning to end. The process took three
weeks, so the activities were drawn up accordingly. Supervisors of smaller
departments in the same store were developed as Resource Persons. Learning
activities can and should be designed to match the routines, tasks, and
interests of each department's staff.

Coordinating Initial Student Activities. Because the Resource Analyst
has a relatively intimate working knowledge of the RO and its personnel, it
is logical and necessary for him to coordinate arrangements for the first
student Orientation activities that will take place at the learning site.
This need not be the Resource Analyst's ongoing responsibility, but it is

good insurance that the expectations of students and RO employees will be
met or that difficulties can be rectified if they arise.

Developing Community Resources

Community Resources do not require extensive development, since they are
agencies, organizations, and services open to the public. EBCE staff should
contact them to learn their hours, the information they have available, their
major exhibits (if any), fees, and the type of assistance they offer the
public. Museums, city council meetings, the local Better Business Bureau,
exhibit halls of colleges and universities, libraries, state agencies (such
as health clinics and the employment office), and similar organizations and
offices are considered Community Resources. Their staff, however, may be
recruited to serve as Resource Persons. ]-(‘~
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Alternative Development Procedures

The resource development procedures discussed on the preceding pages
are concerned primarily with establishing a resource pool. Once that goal
has been achieved, staff can reduce development costs by turning to alterna-
tive resource recruitment and development methods. The Far West School's
EBCE model developed two alternatives: (1) use of a short form, called the
Resource Information Sheet, and (2) student recruitment of resources.

Short Form Development

The Resource Information Sheet (Appendix 5, Item 4) reduces development
costs by postponing the writing of a Resource Guide untii there is demonstrated
student interest in working with a resource. Afte. recruiting a resource,
rather than conducting a lengthy site analysis interview, the developer merely
completes (or has the resource complete) the Resource Information Sheet. This
form records all the basic information students need to participate in Orienta-
tion activities.

A student who wants to do an Exploration or an Investigation with the
resource completes a Resource Exploration Approval form (Appendix 5, Item 5)
and submits it to his Learning Coordinator for approval. The LC forwards the
approved form to the Resource Analyst, who then arranges a site analysis inter-
view. Ideally, the student accompanies the Resource Analyst on this interview
and together the three of them plan the student's Exploration activities. At
the same time, the Resource Analyst gathers the necessary information f-r
writing a Resource Guide.

Unfortunately, the short form generally cannot be used with Resource
Organizations. In order to provide adequate information to students and
Learning Coordinators about the diversity of possible learning activities
at an RO, a complete Resource Guide is usually needed.

Student Resource Recruitment

Since students often discover and recruit their own resources, procedures
are needed to ensure that the resource is oriented to the program and that he
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understands his role in EBCE. These procedures also provide some control over
student resource recruitment so that unnecessary proliferation of resources in
areas already covered does not occur.

Students should recruit resources only when the program's resource pool
fails to meet their needs. After a student has reviewed the Resource Guides
and determined that no resource is available in the career or subject area he
wishes to pursue, he can, with his LC's approval and the Resource Analyst's
assistance, identify potential Resource Persons who will fill his need.

The student can then contact and obtain commitments from those potential
resources. A student may also ask the Resource Analyst to try to recruit

a particular kind of resource.by completing a Request for Resource (Appendix 5,
Item 1G).

If a student undertakes resource recruitment, he should follow steps
similar to those the Resource Analyst follows:

1. Check the active, inactive, and unconfirmed resource files to
verify that the resource to be recruited has not already been
previously contacted. This is primarily to avoid contacting
someone who has given a flat refusal to participate. However,
if persons are in the unconfirmed file, the student can use
this information to advantage by referring to it when making
his initial inquiry.

2. Fill out a Resource Contact Card {Appendix 5, Item 2) on each
person contacted, regardless of the outcome of that contact.
These cards will be cross-referenced by name of business and
filed in either the active, inactive, or unconfirmed files.

3. When a student obtains a potential resource's commitment to
participate in EBCE, he must complete the Student-Recruyited
Resource card (Appendix 5, Item 11), have the resource sign
it, and submit it to his Learning Coordinator for approval
before beginning activities with that resource. If approved,
his Learning Coordinator forwards the card to the Resource
Analyst for follow-up.

The purpose of follew-up contacts by the Resource Analyst is to be sure
the resource understands the program, to provide him with samples of student
forms and explain their use, and to analyze the site for learning activities.
If the student will only be working with the resource at the Orientation level,
a Resource Information Sheet is sufficient. Otherwise, a Resource Guide should
be written. The student should accompany the Resource Analyst to help identify

learning activities and to learn what resources need to know about the program.
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Recording Resource Responses

Resource Contact Card

As various staff members contact potential resources, responses must be
recorded to avoid embarrassment and duplication. The Far West staff developed
the Resource Contact Card file for this purpose. (The contact cards are also
used to record changes in the status of resources.)

A Resource Contact Card (Appendix 5, Item 2) is filled out for every
person or organization contacted as a potential resource. Two copies are made
for cross-referencing: one under the name of the individual contacted, and
one under the name of his business or the company for which he works. The
cards are filed alphabetically in one of three file boxes:

1. active, for persons and organizations which have been successfully
recruited and are serving as program resources;

2. inactive, for individuals or companies which have been contacted
and decTined to participate, and for those which have dropped
from the program; and

3. unconfirmed, for those potential resources which have expressed
interest in participating in the program but have not yet become
active.

Persons contacted by EBCE staff may be placed in the inactive or unconfirmed
files for a variety of reasons. They may be relegated to the inactive file
because they have left their jobs, have moved to a new and inaccessible position
within the same organization, or are permanently or temporarily unable to
volunteer their time due to their workload. Some also become inactive when
program staff recognize that they have misunderstood the purpose of EBCE; they
may believe students should only learn clerical tasks, or may confuse the
program with on-the-job training and/or vocational education. Occasionally,
resource recruiters will also recognize other problems (such as undesirable
personal traits) at the recruitment interview and will cease development.

The unconfirmed resource file contains information on persons who have
indicated they are interested in the program but, for a variety of reasons,
cannot be used as active resources at present. Typically, these people are
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in the middle of administrative overhauls where they work, or their job sites
are undergoing renovation or construction. The unconfirmed file at Far West
School always contained a number of such resource possibilities awaiting devel--
opment during the school year. The development of unconfirmed resources shculd
be pursued because their interest in EBCE has already been identified.

Resource Guide

The end product of resource development is the Resource Guide. The
Resource Analyst derives from recruitment, development, and site analysis
quantities of information which must be condensed and made available to
students in terms which they understand and will spark their interests. To
do this, Far West School developed the Resource Guide, which also provides
information helpful to school staff and the resource about whom it is written.
(Sample Resource Guides appear on the following pages and Appendix 4 contains
a step-by-step explanation of how to write one.) The Resource Guide describes
the types of learning activities students can expect at a given resource site.
This information is useful to Learning Coordinators as well as students. LCs
cannot be knowledgeable about every resource in which their students are
interested. The guides save them time by offering them specific information
about Tearning sites which they can use when providing student guidance.

Guides are also useful for resources‘as a reminder of the activities they
discussed and agreed upon earlier with the Resource Analyst. Guides serve
resources as a point of departure for building more individualized learning
activities for a student and should be used as a reference to the types of
things a student could do or learn at the site rather than as a manual of
everything the student must do or learn. For this reason, the guides offer
only suggestions for the kinds of activities and projects available. It is
left for the resource and student to decide together the specific activities
and projects to be undertaken, based on that individual student's needs and
interests. Because it is important that the guide accurately reflect what
students can do and learn at the resource site, a copy of the draft should be
sent to the resource for review before it is printed and made available to
students. The resource should be told to expect a copy of his guide in the
mail with a request to review it. The brief form letter used by Far West
staff is given as Exhibit 4.
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Exhibit 4

Form Letter Accompanying
Review Copy of Resource Guide

Dean

Enclosed <5 a copy of the Resournce Guide written
about you and/on yowr organization. This guide
45 scheduled for printing and nelease to students
on .

Please neview this guide and advise me of any
changes on corrections you wish to make. 1§ we
do not hean from you befone then, we will assume
that the guide meets with your approval.

Thank you,

Resowrce Analyst

33




Sample Resource Guides




Res ource ‘ 195  Jasper

Careen gamily: III, VII

Person Subject atrea: Art, English,
G ° d Economics
ul e : Package: Communications

and Media, Commerce

"The greatest weakness in business, whether large or small, is its
inability to communicate with its particular market," says David L. Jasper,
public relations manager for Popular Chemical Company. Dave Jasper's interest
in communications stems from his Tong experience 1n the advertising field.
Prior to his present position, he was head of the advertising department of
Popular Chemical. Public relations, advertising, sales promotion, merchandis-
ing, publicity, and the techniques involved -- ranging from market studies,
budgeting, media selection, ad preparation, community relations, presentations,
copy writing, iilustration, layout, feature articles and releases, to job-
hunting skills -- are possible areas for learning activities.

RP Name: David L. Jasper
Company: Popular Chemical Company
Address: 200 Bush Street, 10th Floor, San Francisco, California 94104

Thanspontation: Take a B bus to San Francisco from the northwest corner of
Broadway and Grand Avenue. (They run every half hour at 20
minutes after and 10 minutes before the hour.) Walk from
the Transbay Terminal to Market Street. Cross Market to the
intersection of Bush and Front Streets. Turn up Bush Street
and walk one block to Sansome Street. 200 Bush is at the
corner of Sansome and Bush.

Phone: 894-4519
Houns : 9:00 a.m. to 4:00 p.m., Monday through Friday

The ORIENTATION will last about two half-days and will cover informal
discussion of possible activities and areas of study. Your fnterests and
needs will be discussed and a schedule of activities and meetings can be
arranged. As many as two or three students can work with Mr. Jasper at one
time.

The EXPLORATION will take about two half-days a week for three or four
weeks. Deperding on your interests and program needs, you can work on current
Popular Chemical public relations projects; accompany Dave Jasper to meetings
and luncheons with freelance artists, writers, and photographers, with commun-
ity educators, newspeople, and other persons with whom he has contact; or learn
how to make motion pictures and slide presentations, conduct curveys, interview
people, and write advertising copy.

35 BEST COPY AVAILABLE
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David Jasper

The INVESTIGATION is your opportunity to develop some of the skills used
in the fields of communications, advertising, or pubiic relations. You can
learn as many related skills as you desire, such as copy writing, illustrating,
making presentations to community groups, marketing techniques, and merchandising.
Or you can set up an advertising or public relations program -- from picking the
theme to working out the budget -- for a real or imaginary business.

Suggested Learning activities:

e

1. Before visiting Mr. Jasper, 100k up the career of public relations
manager in the career information materials. List some questions
you have about the field of public relations and what you can do
and learn at Popular Chemical.

2. If you decide to do a project at Popular Chemical, arrange a schedule
. of further visits.

=
o
= 3. Discuss your Orientation experiences with your LC, including such
= things as:
—
X a. possible activities in which you can participate;
b. your interests and program needs in relation to this RP;
c. possible project topics;
d. career information you have learnea; and
e. why you will or will not do a project at Popular Chemical.
4. Explain why Popular Chemical has a public relations manager and
what his major tasks are.
Plan and carry out a project which focuses on or includes one or more
of the following, or negotiate similar activities with David Jasper.
5. Accompany Dave Jasper to meetings and luncheons with freelance artists,
writers, photographers, and other persons with whom he works on projects
for his firm. Note the reasons Mr. Jasper mentions for the assignments
he gives these people and the niture and purpose of what he wants them
to do. If possible, arrange to observe all such meetings for one
= project so that you can observe how the writing, artwork, photography,
= and production work are planned and coordinated. Interview Mr. Jasper
E and others in.the field of public relations and do some related reading
= tc learn:
=
& a. the purpose of public relations;

b. what a person in the career does;

¢c. the skills necessary; .

d. ways of entering the field; and

e. the necessary education and training.

Write a report on the field of public relations based on your
experiences with Mr. Jasper and your research on the nature and
purpose of the career.

i '
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David Jasper

6. Assist Dave Jasper in one of his projects by doing the art work.
Keep all drafts of what you do anc take notes to recnrd Mr. Jasper's
comments and criticisms. Write an essay describing what you learned
about producing art to serve a specific purpose and how it is used
in advertising or public relations.

7. Develop a rating form to evaluate commercials on television (such as
beauty product commercials or household cleaner commercials). Using
the information you compile with this form, discussions with Dave
Jasper and others in the advertising field, and information acquired
through library research, compose a slide-tape presentation which
answers the following or similar questions:

What is the purpose of advertisement?

How do advertisement metheds and styles differ and why?
What makes an ad effective?

How do advertisements reflect or distort social values,
behaviors, and goals?

EXPLORATION (cont'd)

ao oo

8. Discuss your needs,. interests, goals, and values in relation to a

career in public relations,. communications, advertising, or a related
field.

o

Set up an advertising program for a real or fictitious business,
including:

a. doing the necessary market research;
b. doing a prospect study;

c. studying the layout of the store, merchandising techniques,
sales promotion activities, and the sales training for the

5 clerks;

gg d. selecting the media to use for your program;
—_ e. preparing your advertising, including:

i (1) copy,

=z (2) layout, -

(3) illustration,

(4) "continuity" (the campaign theme), and

(5) the image or personality (of the business or owner of
the business) to be projected; and

f. budgeting -- how much the program will cost; how much the bqsingss
is prepared to spend; whether the business makes enough to justify
the expense; if the cost is too high, how it can be reduced; etc.

qEST COPY AVAILABLE
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David Jasper

—
o

Set up a public relations program for a real or fictitious business,
including:

a. deciding what you hope will be the outcome of the program;
specifying the techniques -to be used:

(1) media contact,

(2) news releases,

(3) community activities,
(4) printed materials,
(5) photographs, and

(6) the theme; and

c. preparing public relations copy acceptable for actual release and
coordinating the completion of the art and production work by
freelancers (with the assistance and supervision of Mr. Jasper).

[————-—INVESTIGATION (cont'd)

Related reading; ingoamation sourcesd:

See the RO Guide on the Advertising Department of the Paul Hubbard Company
(Corporate Offices). Mr. Jasper can suggest reading related to your project.

NB:aw
1/31/74

w175




916 The Sign

. Resource Newspaper Group
Organization Corce ganits:
e Subject area: Journalism, English,
Gulde Spanish

Package: Communications
and Media

. The Sign ;euspgggr %muggi,s. made up ',d,f‘_;‘_fx separate nesspapers, each of which
serves a specific community. Ciudad 15 thié Sign's biTingual publication and here
you have the chance to brush up on your Spanish. The other five newspapers are
The Oakland Sign, The Berkefey Sign, The San Francisco Sign, The Richmond Sign,
" and The Seaside Sign (which serves the Monterey community). The Sign Group pro-
vides a unique look at all phases of newspaper work and represents a new and

different approach to the news media. e o

Students who want to get involved with thie 1gﬂ‘Mﬁh‘ﬁeﬁ"G?9up will find - 7"
the entire range of newspaper production available to them, incTuding mrk:%h

the classified ads, the giroulation department s, raporting, layout. and: paSte- - .-
up, photographic work, editing, writing, and 'g;’iﬁgi’é‘{i‘;t‘s’.t'“‘?* b

A. Michael Antanella is the managfna”gd:‘ltor and your contact at the Sign

Newspaper Group. He will arrange ol -to work with other people at the news-
paper depending on your interests. .. .. i<, o
TS e R . )
RO Name: « - Thie StgH Newsippapeys ‘Group o v « itoy | o
RO Coondémetons N Midhmit:

-
RN A
P R TR

)

Y da muey St
Address: T §30=

ARCapdite ) Hanaging Edtdor; adsann o

FEL T e S . 3.
S t, Oakland, California 94612
Transportation: - »fhdﬁs?i%ﬁﬁéesfare witisin maltktog distance of the schools
o kM MRCTvanaf s o Broadway. f-20th Street, then
wa He oS one block.

L TSRy Yo yaqet oo el
Phone: - 763

-Wio:wmwse« not ca'ii; on either Fﬁ&:iy or Tuesday.
Those-ave the days brefore tha:paper comes out and the staff

is busy meetivg.their deadlines. « - .
Howrs : 9:00 aim. ¥ 5:00 p.m. datly. o o

The ORIENTATION, for individuals and groups, will be with Mr. Antanella.
He will discuss newspaper work with: you; answer questions you -have about layout,
editing, writing, how assignments are made, and requirements for careers;
introduce you to the staff; let you observe people putting together the latest
edition; and take you on a tour of the offices. The best day for the Orientation
is Wednesday and it will probably last about three hours.
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The Sign Newspaper Group

In the EXPLORATION you can work in a particular department of your choice,
or you and Mr. Antanella can arrange activities that will enable you to spend
time circulating from one department to another. You can assume responsibility
for an assignment of your own -- doing artwork, reporting or photographing a
story -- or assisting one or more members of the staff.

In the INVESTIGATION you will be able to focus your interest on one partic-
ular aspect of newspaper publishing: reporting, photography, editing, layout and
paste-up, graphics, circulation and advertising sales, or management. You will
do this by selecting which area you would 1ike to concentrate on and arranging
a schedule of activities with Mr. Antanella and the appropriate staff members.
You will work in that department alongside the regular staff and will be respon-
sible for various tasks and assignments during your Investigation with the paper.

REFFIP-o

- .

Suggested Learning activitles: .= .
. Co “n. L AT D --",«'-gqg',\;i' s

1. Prepare for the Orientation by Hstfng’ some of’' the questions you have
about. new,stg%e&,j,pu‘rqm] 1@s§§ and }"!3}, you can do“,and‘ili earn at the Sign

Offfceﬁ.‘)”; mar3 O ataltove oo gbe " "’):i-.;:"_‘,::tﬂ;'t SV RERTARES f
, PR (W I 721 - A Lopg ity pes Sedatingan Leld L e o 3
= 2. Discuss your %tﬁﬁf@]‘ sbﬁ‘:g your LGy i%ﬂﬂﬁg Lo 3
E a. which ‘cwvttﬁi ﬁ';@;%%" ed ® J!Q%P%ﬁ%" " N%SJPP&; Group,
= b.. therkindsiof dws Cawensd ige Tl Sigmiv [T7a ar i
& possible activities n which you i paréicipate ut thé
Exploration and Investigation levels; and
d. career information you haws@dined ahout the rewspaper industry.
3. Decide whether tooddiw peojecsiat «thia:B0-and #iscuss your.reasons
with your LC. '
S ST sitn4o¥rie)  bmaldsl . $eoqr2 A300 o
4. I you decide Htoodd ¥ sprojectsat the.Sign Newspapen Group, discuss
possibTé' pref swbth sysue 'LC and Jtha RU Cgordinator.
P LAanld 3nn staon Al aw
5. tea serie irticles on a topic of your choosing, such as the
z g T, "IgUenite ¢Teb] inights, -op 'Some-ather topic of persona]
= tapest . Kagijouncdradts of each-agbicle sasthat you will have a
g recaed, of Ao your writing ibhangad -and pispraveds .«
= o T Vs e
S 6. Help your RP pist ‘one editionsef The Sign "to bed.*- -
tad

7. Do the layout and rpas't:e--up forone edition of The Sign.
. coocan [Ty Joquomp B 2 ouBE R Ly
8. Do aPY the-photographpc werksfon-an-assignment. given you by _your RP,
fncluding taking; developing;.and.printing; the ~photographs.
y ! * R .. ‘- .

Eryee clangs gl el
EER L TR PRV )
ey LI A 'Y 15' L
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The Sign Newspaper Group

9. Design a full-page ad, including making drawings and setting up type
faces.
10. Accompany news reporters to news scenes; assist them in interviewing
and fact-finding; and write several articles for publication.

11. Accompany the photographers to news scenes; take, develop, and process
your own photographs; compose captions for them; and suggest their
layout with the accompanying article on the page.

INVESTIGATION

12. Assume responsibility for your own newsbeat, such as the high school
scene or your own community. Prepare regular articles or a series of
photographs for the paper reporting newsworthy events on your beat.

Refated neading; information souwrces:

James MacDonald at The Community Dispatch

Atlantic Rotaprinting

Tim Schneider at The Oakfand Barb

The South American Library (a CR) for students interested in Spanish credit -
Newsman's English by Harold Evans (available at the public 1ibrary) CF e

DSC:1m
3/14/74
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022 Better Business Bureau

Community Caneen famity: 111, V, VIII

Subject anea: Business Education,

Resource Economics, Sociology,

American Government

Gllide Package: Commerce,

Social Science

The Better Business Bureau has been in existence for about 60 years. The
Bureau provides a service to consumers ani businesses by maintaining membership
files on each business choosing to register with the Bureau. Such businesses
provide information to the Bureau about type of ownership (sole proprietorship,
partnership, or corporation), length of time in business, name and address of
the owner, nature of the business, and products and services. If aconsumer calls
to register a complaint against a business, the details of the complaint and its
outcome are recorded and filed with the registration form. This information is
open to the public by telephone inguiry or personal visit. The Bureau adminis-
ters two basic proarams: a consumer education and an arbitration program. If
you would like information about anything related to consumerism, the Better
Business Bureau can provide you with it. If you have a grievance against a
business, you can file a complaint by filling out a form, submitting it to the
Bureau, and taking it before their arbitration panel for out-of-court settle-
ment. The panel consists of 30 to 40 business volunteers.

The Bureau has many pamphlets andother printed materials you can obtain
on request. If you would like additional information, visit the Bureau and talk
with one of their consultants.

CR Name: Better Business Bureau
Address: 1850 Carter Street, 6th Floor, Oakland, California 94612
Trnonspontation: Take a #60 bus to 18th and Carter. Walk half a block
' south.
Phone: 848-6600
Houns : Monday through Friday, 10:00 a.m. to 3:00 p.m.

NB:aw
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Resource Support
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Time and effort spent on identifying, recruiting, and developing resources
for an EBCE program are an investment in the program's future. This future can
be placed in jeopardy, however, if the staff does not take effective steps in
the form of spot-checking and trouble-shooting student/resource interactions.
Resource maintenance and support should be part of the regular routine of
Learning Coordinators and the Resource Analyst, and should occur on a continual
basis throughout a resource's participation in the EBCE program. All RPs and
ROs should be contacted at leact once each semester, even if they are not
currently working with students. This reinforces their commitment to the EBCE
program and reminds them that they are regarded as an important asset, even if
temporarily dormant. Contacting resources currently involved with students
enables staff to gather new information about possible learning activities at
the site, to update Resource Guides, to monitor student learning, ard to provide
feedback to resources.

Learning Coordinator Role

Tnere are two importan* reasons why Learning Coordinators should maintain
contact with resources: (1) to monitor the progress of their students and
(2) to provide resources with positive feedback concerning their impact on
students. The only real reward a resource has for his voluntary service is
the knowledge that he 1is providing students with satisfying, constructive
experiences which help them attain their personal, educational, and program
goals. At Far West School, several resources wanted to see samples of products
completed by students who had worked with them, because they had become deeply
involved in those students' accdﬁb]ishments. Resources frequently check with
the school to follow up on former students with whom they have worked, seeking
the satisfaction of knowing that the students profited from the time and effort
spent at the learning site.
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Learning Coordinators cannot follow up on every student Orientation with
a resource. At a minimum, however, they should contact each resource with whom
a student is engaged in Exploration- or Investigation-level experiences at least
two times: once to elicit the resource's advice and concurrence on the student's
planned project activities and goals; and once, on completion of the student's
involvement, to evaluate s%udent achievement, to thank the resource for working
with the student, and to provide feedback to the resource on what the student
Yearned or how he benefited from the experience. If the student is working
with the resource for an extended period, the LC should also make periodic
contacts to monitor the student's progress. If possible, the resource should
be sent a copy or invited to see the student's project product or other concrete
evidence of what the student gained from the experience.

Resource Analyst Role

The Resource Analys%'s maintenance responsibilities are to:

1. Keep the resource pool intact. If resources have to withdraw their
participation, repiacements must be identified, recruited, and
developed. The most desirable method of keeping the pool intact,
of course, is to dissuade resources from withdrawing. Another way
is to have regular contacts with resources and to quickly respond
to student/resource problems that arise.

2. Make sure information needed to contact program resources is current.
Changes of address, title, and phone number should be immediately
recorded on the Resource Guides.

3. Ensure that Resource Guide descriptions are accurate. The Resource
Analyst should ascertain that activities listed best represent the
range of learning opportunities at the resource site and that they
will motivate students to contact the resource. It is quits possible
that a student doing Exploration or Investigation activities at a
learning site will become involved in many more types of activities
than the original Resource Guide indicated. It may also turn out
that the original Resource Guide was in some wdy unrealistic or that
the particular resource could not in fact provide the learning oppor-
tunities that had been anticipated. The guides, therefore, may need
periodic revision to reflect the actual learning potential at the site.
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Resource Support Principles and Methods

Developing a resource pool requires considerable time and effort. Below
are some guidelines for protecting this investment.

The program should establish a '{alson between nesources and the school to
keep in touch on a negular basdis and impress upon resounces thein impontance to
the progham, although they may not cwuently be playing active noles. After

initial recruitment, a resource might not immediately be used by a student. If
too much time elapses without contact from EBCE staff, the resource might forget
his commitment to the program; his enthusiasm may wane, causing him to withdraw
when a student finally does call.

Usually a phone call is sufficient to maintain the resource's interest,
but it may be necessary toencourage visits by students. The Resource Analyst
could arrange a group Orientation at the resource's site to introduce him to
students. Other techniques that might spark students' curiosity include arrang-
ing an Orientation for a student whose interests are related to the work of the
resource and accompanying him on his first visit; bringing the resource to the
school to discuss his work and what students could do and learn with him; and
asking the resource to guest-teach a seminar or discussion group of students
working on projects related to his or her career field.

The staff should also kéep students aware of noteworthy resource activities
which might motivate students to approach those resources. Many resources, as
individuals or organizations, appear in the news media on a regular basis.

This makes them more intriguing to students because they take on visible person-
alities. Such newsworthy activities do not necessarily have to relate to the
jobs performed by these people to capture student interest.

The school must enable each resource fo participate to the extent he desines.

EBCE is a cooperative enterprise and each resource should be made to feel he has
a voice in policies, plans, and procedures that relate to him. He is en inter-
ested party. For this reason, resources are sent drafts of Resource Guides for
their approval, corrections, and comments before making them available to stu-
dents. Far West School also sends resources copies of project planning packages
in which they are listed to elicit their observations and criticisms and to
provide them with instructional aids.

PL
()]
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Resources can participate in other aspects of the program as well. They
should be represented on the Policy Advisory Board and any other similar pro-
gram advisory council, if one is organized. They should be invited to open
houses to meet students and staff and to see completed projects. Workshcps
can be held for resources to discuss different ways of working with students,
teaching techniques, resource expectations of students, and resource roles
and responsibilities. Further, resources should be encouraged to call or
visit whenever they have the time or feel the need.

EBCE shoufd provide resources paced with problems a means of relaying
to proyram staff their grustrations, concerns, complaints, and questions
about the nature of thein relationship to students. Students do not always
treat their obligations to resotrces as seriously as the resources themselves
or the program staff would Tike. Some students miss appointments, fail to
meet commitments, or display other behaviors detrimental to the program's
relationship with the resource. A resource may, for example, spend substan-

tial time with a student working out elaborate project plans, only tu have
the student, without explanation, fail to act on them. Staff neqlect in
following up promptly on such situations will surely lead to the resource's
withdrawal from the program.

Resources should always feel free to call the school and know that they
can talk to the Resource Analyst or the student's Learning Coordinator.  The
telephone must be for them a sure and reliable link to EBCE. A resource must
be able to express any problems occuring and expect some staff action to
resolve them. Student tardiness, inattention, or failure to carry through on
comnitments are the most common complaints.

Wien the Resource Analyst or LC is contacted about a problem, the first
step is to assure the resource that the staff will investigate it thoroughly.
The staff shouid not assume automatically that either the student or the
resource is to blame. Irresponsibility on the part of a student is sometimes
a sign that there is a problem the student is not able to solve any other way.
Foir example, a student who was bored with a resource because he was involved
only in menial tasks unrelated to his interests simply stopped visiting. The
student was too shy to approach the resource :0 discuss what he really wanted

to do; he felt he had to do what the resource wanted. The Kesource Analyst can

intervene in such situations as an impartial third party.
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Resovuwrces should be kept infommed ¢f students' progress. Resources like
to know what effect they have had on the students. Have students learned
something? If so, what? Phone calls from Learning Coordinators, open houses
at which students' projects are exhibited, newsletters reporting students'’

_activities and progress, and similar methods help keep resources abreast of
their effect on students.

The program must keep resounces advised of school schedules and staff
changes which might affect them.  Any EBCE program will have its share of
schedule changes, holidays, vacations, and other disruptions of student
routine, and it is embarrassing as well as wasteful for an RP or RO to be
left unaware of such changes. Special notices or announcements in a news-
letter sent out by the Resource Analyst can keep resources informed of the
school's calendar. '

EBCE staff should maintain av. atmosphere of communication that prompts
nesources to keep the program informed about special events. Resources some-
times attend professional conferences or participate in similar activities
they may be willing to make available to students. For example, Far West
School's resource in the county Central Labor Council arranged for students
to attend sessions of the Council's Committee on Political Education (COPE).
If resources really feel they are educational colleagues with EBCE staff,
they will be anxious to share special events as well as routine ones with
students.

Mechanisms must be provided for continual nenewal of vital {nformation
about the nesource. Students easily become discouraged about using resources
if they find that the information provided about thoce resources is out of
date or otherwise inaccurate. Details such as incorrectly reported telephone

numbers may dissuade them from using a resource.

With some RPs and more frequently within ROs, staff reassignments and
other changes occur which affect program participants. Internal reorganiza-
tions may eliminate departments, create new ones, or have an effect on the
internal politics of a given department. At the Oakland site, one RP
moved her business to a new location without the school knowing about it until
a disgruntled student complained about the inaccurate Resource Guide and non-
existent resource. These difficulties and others make it essential for EBCE
staff members to keep abreast of such changes and aware of implications they
may have for a resource's participation in the program.

1cu
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Maintaining Open Communications

Telephone calls and personal visits have been found to be the most effec-
tive means of maintaining the resource's sense of involvement in the program.
Telephone calls cause the least interruption in their routine while providing
the opportunity to ask questions, voice concerns, and receive an immediate
response.

Updated information for Resource Guides is easily gac:hered by telephone.

A resource receiving such a phone call is reassured that his participation
really matters, that he and his work are important to EBCE. This is especially
important to resources who either have not seen or are not currently seeing
students. A telephone call can also elicit information about the validity of a
student's problem or complaint. A call to a FWS Resource Organization revealed
that one department was using students as unpaid clerical help, contrary to the
program's purpose. An immediate visit by staff was required to resolve the
problem. On the other hand, most minor misunderstandings between students and
resources can be resolved over the telephone without further action.

Visits to resource sites by Learning Coordinators and the Resource Analyst
make them more aware of the atmosphere there. This kind of information, which
is best learned directly, is important when counseling students about which
resources to visit.

When resources visit the school, they tour the facilities, meet staff and
students other than those they have worked with, and see the resource center
in operation. Unfortunately, resources are often too involved in their work
to get away for the amount of time a school visit would require. Whenresources
can take the time, however, school visits serve the important purpose of making
them more familiar with the school and less hesitant to call for help or to
announce changes or special events.

By arranging a luncheon meeting, the Resource Analyst can meet with
resources without disturbing their schedule and also say "thank you" for the
time and effort contributed to the program.

Written communications demand a resource's time and effort to read and,
in some cases, to respond. Written materials can serve as useful references.
Resource Guides, the Guide for Resource Persons, and brochures serve this

function. A personal letter from a staff member on a <pecific matter

50 136




of interest to the resource, or letters to announce special events are also
useful. However, the immediacy of a familiar face or a spoken word is lacking
with personal letters. Program staff may find that personal letters are best
used as a means of thanking a resource for some special cooperation with the
program such as conducting a workshop. Far West School annually sends partic-
ipant resources certificates of thanks for their time and effort as tokens of
appreciation.

A final method of maintaining open lines of communication is a newsletter,
published periodically and sent to all resources. The program newsletter is
more than a means of good public relations for EBCE. It is a vehicle for pro-
viding all resources with up-to-date information about the school, its staff
and students, newly recruited resources from the community, and program high-
lights such as unique student undertakings with individual resources. It is
also open to resource contributions and provides a means of resource partici-
pation. Each issue reminds them their comments and articles are as welcome
as those of students and staff. A question-and-answer column addresses prob-
lems and issues most often raised by resources.

The newsletter should be produced and distributed on a regular basis or
it may lose its impact and risk being regarded as junk mail rather than as a
communications tool. Each resource normally works in relative isolation from
the rest of the program unless he visits the school site. An informative news-
letter helps minimize a resource's feelings of isolation by stressing that he
is in fact the person providing the experience in Experience-Based Career
Education.

The newsletter should include some information about student activities
at specific resource sites to give other resources ideas on which to build
new activities at their own sites and to tell them who else is participating
and how. The rewsletter is a good medium for discussing tips tohelp resources
increase their effectiveness and, consequently, their ultimate satisfaction
and sense of accomplishment in working with students.
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Information System




The purpcse of the resource information system is to provide accurate,
up-to-date information for student project planning. New resources must be
announced, descriptions of the possible learning activities made available,
changes recorded, and overuse of individual sites prevented. (Appendix 4
describes how to write a Resource Guide. Appendix 5 contains brief descrip-
tions of resource information forms as well as copies of each.)

~ This section tells how resource information is stored, revised., and
used. It would help the reader to review Appendix 5 before reading this
section.

Storing Information .

Resource information is stored in four places: the Resource Contact Card
file; the Resource Log; the alphabetical files; and the project planning
packages. Each file contains slightly different kinds of information or
organizes it in a different way.

Resource Contact File

Whenever an organization or individual is contacted as a potential resource,
a Resource Contact Card (Appendix 5, Item 2) is filled out and filed. If the
potential resource is unable to volunteer for the program, the card is put in
the inactive file. If the resource agrees to work with students, the card is
put in the active file. But if the resource is unsure and requires further
discussion and explanation of the program, the card is put in the unconfirmed
file. These files provide an instant reference for staff and students seeking
to identify and recruit additional resources. Before contacting a potential
resource, the card files are reviewed to assure that the person making the con-
tact is aware of any previous negotiations between the individual or organiza-
tion and the program, and to avoid duplication of effort.
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Resource Loy

The information recorded on the Resource Contact Card is transferred to
the Resource Log (Appendix 5, Item 3) when a resource is recruited. When a
resource with. WS, the reason is entered and a iine is drawn through the
entire log entry. From this log, staff can quickly compile information about
the resource pool such as demographic data, numbers of resources according to
career categories or packages, or numbers of RPs, ROs, and CRs. The logs are
used to periodically assess the adequacy of the resource pool and identify
areas in which resource development efforts should be concentrated.

Project Planning Packages

Packages group resources according to a combined career and subject area.
Students and staff can review the package's annotated list of resources when
planning projects. For example, a student interested in physical science can
find the available resources relating to the physica] sciences and associated
careers in the Physical Science Package.

Alphabetical File

Three alphabetical files -- for Resource Persons, Resource Organizations,
and Community Resources -- contain multiple copies of the Resource Information
Sheet (Appendix 5, Item 4) or Resource Guide (Appendix 5, Item 8) for each
available resource. Filed with the Resource Guide or the Resource Information
Sheet are brochures about the site and media articles about the resource
(clipped and filed by the Resource Analyst).

Revising Information

Because resource descriptions influence students' program and project
plans, it is very important that they be factual. Essential information
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changes can be categorized as either relating to the resource itself or to

the activities open to students. The first includes such things as job title,
address, pnone number, and hours. Ordinarily thé resource contacts the school
to inform the Resource Analyst about such changes. Sometimes a student will
discover the change and inform his Learning Coordinator or the Resource Analyst,
who records it on the Resource Information Sheet or Resource Guide.

Changes in activities are usually identified by the Learning Coordinator
or the Resource Analyst during student progress monitoring and resource support
contacts. Development of a resource is based on what the Resource Analyst
and the resource anticipate could take place. After students visit the site,
conceptions about possible activities often change. One of the purposes of main-
tenance contacts is to discover whether activities projected as feasible during
development are realistic and if additional activities have opened to students.
Such modifications are noted on the Resource Maintenance Contact Report and the
Resource Guide is amended accordingly. Similar information is sometimes dis-
covered by the Learning Coordinator when he contacts a resource to assess a
student's progress. If so, a copy of the Resource Contact Report - Student
Assessment is forwarded to the Resource Analyst so that he can follow up.

Finally, students will tell their Learning Coordinator or the Resource
Analyst if activity descriptions on the Resource Information Sheet or Resource
Guide are inaccurate or unrealistic. Staff action to correct the guide must be
immediate. '

Using Information

Students can access information about resources by subject and career
areas through perusal of the annotated resource lists in the project planning
packages.* Once the student identifies resources of potential interest,
he can obtain a more detailed description of each from the alphabetic file of
Resource Guides and Resource Information Sheets. A review of these descriptions

* Five packages have been developed at Far West School in the areas of Commerce,
Communications and Media, Life Science, Physical Science, and Social Science.
(See Volume IV.)




enables the student to select the resources most closely related to his area
of interest and plan Orientation activities with them. Students needing help
identifying appropriate resources or understanding Resource Guides can request
assistance from their Learning Coordinator, the Package Coordinator,* or the
Resource Analyst.

A student interested in a specific career and unable to locate an appro-
priate resource through packages consults the Resource Analyst. The Resource
>Log enables the Resource Analyst to quickly review the resource pool (including
volunteers developed since packages were printed) for an appropriate resource.
If none exists, the student prepares a Request for Resource (Appendix 5,

Item 10), which must be approved by his Learning Coordinator, and submits it

to the Resource Analyst. The student could also recruit a resource himself.

Student-recruited resources complete and sign the Student-Recruited Resource

card (Appendix 5, Item 11), which is also signed by the learning Coordinator.
The card is sent to the Resource Analyst for follow-up action.

New resources and those withdrawing from the program are publicized by
the Resource Analyst through written bulletins to the Learning Coordinators
or oral announcements during advisory group meetings. Group learning activi-
ties arranged by the Resource Analyst are also announced by those means.

When a student is ready to do an Exploration at a site, he comp]etés a
Resource Exploration Approval (Appendix 5, Item 5) and submits it to his
Learning Coordinator. If approved, it is forwarded to the Resource Analyst,

who checks:

1. the number of students with whom the resource is already working and
2. whether the resource has been analyzed for learning activities

(that is, whether a Resource Guide has been written or only a

brief Resource Information Sheet is on file).

Most resources place an upper limit on the number of students with whom
they are willing to work. If the resource the student wants to visit is already
working to h.s stated 1imit and is not willing, after talking to the Resource
Analyst, to take any more students, a waiting list is drawn up. Occasionally
a resource will call the school to request that no more students call until
one or more of the students he is working with complete their projects. The
resource's folder is then pulled from the alphabetical file and students and
staff are informed of his status.

* Fach LC also coordinates one of the packages. See Package Development.
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When a student requests Exploration activities with a partially developed
Resource Person (one for whom there is only a Resource Information Sheet on
file), the Resource Analyst schedules a site analysis interview and takes the
student with him. During the interview the Resource Ané]yst, the student, and
the Resource Person develop activities for that student and analyze learning
activities for subsequent students. The Resource Analyst then writes a Resource
Guide to replace the brief Resource Information Sheet.

While as much resource information as possible is recorded for student and
staff use, it is not possible to capture on paper the atmosphere or the full
range of experiences at a particular site. Word-of-mouth communication among
students is faster and has more impact on them than the written word. Learning
Coordinators, responsible for helping students plan projects, need to know the
kinds of things students can do and learn at resource sites from their own
direct observations and discussions with resources. The Resource Analyst should
also observe students at resource sites to ensure that written descriptions of
the site activities reflect what actually does and can take place. (The preced-
ing section on resource support discusses methods for staff monitoring of
student resource site activities.)

BEST COPY AVAILABLE
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Appendix 1

Sample Telephone Recruiting Presentation™

"Hello. My name is . I represent Far West School, an alternative
high school educational program. OQOur students work with individuals and organ-
izations in the community to acquire the knowledge and develop the skills they
will need after high school. We particularly need resources in the field of

[For potential Resource Persons, say: "Would you be interested in sharing your
knowledge and skills with high school students?"]

[Forn potential Resource Onganizations, say: "With whom should I speak about
the possible participation of your organization in our program? Is he or she
available?" Repeat the §inst paragraph as needed. ]

"Our program, called Experience-Based Career Education, is designed to prevare
students to make informed career choices and equip them with the knowledge and
skills necessary to pursue their career and educational goals. Through use of
real-world experiences, we help students develop mature attitudes about employ-
ment and their responsibilities as members of the warking community. They
become aware of the spectrum of careers available and the work to which they
must commit themselves if they choose to pursue any specific career they explore.
Far West School also enables students to develop some of the survival skills
they will need to successfully copne with adult responsibilities when they leave
school -- skills such as the ability to meet and deal with a variety of people,
the ability to acquire and use information in solving problems, decision-making
and planning skills, and learning to accept responsibility for one's decisions
and actions.

“Far West students plan and carry out individualized learning projects blending
academic subjects, career explorations, and survival skills in an integrated
educational program. The school involves representatives of all community
elements -- commercial and non-profit, public and private, large and small --
as living resources from which students can learn. In fact, the entire commun-
ity becomes a classroom in which students combine real-life experiences with
the development of academic skills.

"Would you be willing to meet with me to discuss our program and your possible
participation in more detail?"

* NOTE: This sample was developed specifically for Far West School. You will
need to tailor your presentation to reflect your local EBCE program.
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Appendix 2
Sample Resource Recruitment Letter™

Far west school

a program of Far West Laboratory for Educational Research and Development
360 22nd Street. 8th Floor, Oakland, California 94612, Telephone (4151 763.0603

March 18, 1974

Mary Jones

News Director

KMP-TV Kews

861 Golden Gate Avenue

San francisco, California 94102

Dear Ms. Jones: “

Far West School is an alternative educational program run by the Oakland Public
Schools. OQur students receive a comprehensive high school education by working
with voiunteers in the cormunity who share with them their knowledge, skills,
and experience. The student body at Far West School represents a cross-section
of the student population of Oakland's high schools with regard to ethnicity,
sex, socio-economic status, achievement, and ability.

Far West School enables students to develop mature attitudes about employment
and their responsibilities as members of the working community. They become
aware of the spectrum of careers available and the work to which they must
commit themselves if they choose to pursue any specific career they explore.
Far West School also enables students to develop some of the survival skills
they will need to successfully cooe with adult responsibilities when they leave
school. Such skills include the ability to meet and deal with a variety of
reople, the ability to acquire and use information to solve vroblems, decision-
making and planning skills, and learning tc accept responsibility for one's
decisions and actions.

Far West students plan and carry out individualized learning projects blending
academic subjects, career explorations, and survival skills 1n an integrated
educational program. The school involves representatives of all community
elements -- commercial and .on-profit, public and private, large and small --
as living resources from which students can learn. In fact, the entire commun-
ity becomes a classroom in which students combine real-life experiences with
the development of academic skills.

Enclosed are copies of a handout for potential Resource Persons entitled Open
Your World to Students and the first and second issues of the Far West School
NewsTetter.

I would ‘ike to discuss with you the possibility of establishing a proaram with
your East Bay News Bureau and answer any questions you might have about what
such a program would entail.

Thank you for your interest and attention. ! look forward tc hearing from you.

Sincerely yours,

Resource Analyst

Enclosures

* NOTE: This sample was developed specifically for Far West School.
You will have to adapt it to reflect your local EBCE program.
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Appendix 3

Goals and Objectives of Resource Development

The goals and objectives of resource development are to:

1. Meet
1.1

1.2
1.3

program needs.

Provide a sampling of resources covering the range of occupations
across career categories. '

Enable students to meet their graduation requirements.

Enable students to explore their career and subject area interests.

2. Identify, recruit, and develop resources that:

2.1

2.2

2.3

2.4

2.5

2.6

2.7

allow students opportunities to observe and experience career
distinctions between large and small businesses;

provide students with opportunities to observe and experience an
overview of total business or organizational activities;

provide students with opportunities to develop long-term,
one-to-one learning relationships;

enable students to pursue individual project interests while at
the same time acquiring skills and knowledge through hands-on
experience;

help students progress to increasingly more difficult tasks and
assume added responsibilities according to their interests and
abilities;

permit students to see and engage in specialized career activities;
and

understand EBCE purposes and goals and their role in the program.

3. Analyze resource sites to:

3.1

identify learning activities consistent with program goals and
objectives and
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3.2 record and communicate prerequisites, possible learning activities,
and outcomes:

a. for students, as a preparation for participation at each
resource site and an introduction to the person serving
as a resource;

b. for staff, who use the information as a tool for student
guidance and counseling purposes; and

c. for resources, as a reminder of the suggested activities,
projects, and products agreed upon by themselves and EBCE
staff during analysis of their learning site.

4. Maintain the resource pool at a size and level of quality to:

4.1 minimize the time and effort which must be spent on recruitment
of new resources;

4.2 continue to provide students with a rich and diverse choice of
resources across career categories;

4.3 maintain free-flowing communications between program staff
and resources, and a sense of participation in a cooperative
endeavor; and

4.4 resolve problems between EBCE and its resources in an efficient
manner as they arise.

5. Ensure that written information about resources is accurate and up to date.
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Appendix 4

Instructions for Writing Resource Guides

[Tog number] [résource name)
RESOURCE Careen family:
GUIDE ' Package.:
Subject area:

Briefly describe the resource and the major activities of the person or
organization which students can learn about and participate in. The purpose
of the paragraph.is to stimulate student interest in finding out more about the
resource and what they can do and learn at the site. Opening with a provocative
question or a quote from the resource can be effective. In Resource Person
Guides, include and underscore the RP's name, title, and organization. For all
other guides, underscore the name of the organization and the contact's name.
Any special prerequisites (such as a negative tuberculosis test or reading skill
at a particular level) should be given at the end of the paragraph.

RP nwne:' {on RO coordinatonr)

Onganization:

Addness:

Thanspontation: Give directions to the resource site via public transportation.
Phone:

Howws: State times when the resource can be contacted.

For explanations of the following levels of involvement with
resources, review pages 3 through 6 of the handbook.

The ORIENTATION: Briefly describe what students can expect on an Orien-
tation visit, including activities available (informal discussions, formal
presentations, films, tours of the site, and any activities prescribed-by the
resource), content (the purpose and functions of the work or organization,
significant issues or problems related to the field, possible tcpics for
projects, discussion of student interests, and what students can do and learn
at the site), and the time required. Also state the number of ‘students who
can participate at one time and any special instructions necessary.

139
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In some cases, activities fall easily into the following
categories. If they do not, simply put them under the
single heading, "EXPLORATION/INVESTIGATION." Use the
distinction only if it's helpful.

The EXPLORATION: Provide a brief summary of the activities students can
participate in; what careers, subjects, or issues can be explored; and what
the student might learn about or learn how to do using this resource.

The fNVESTIGATION: Summarize the activities students can engage in,
topics or issues they can investigate in depth, and skills.they can develop
and polish if they are interested in working with the resource for an extended
period of time.

Suggested Learning activities:

This section should provide interesting, concrete examples of the kinds of
things students can do and learn using the resource. Tts purpose is to trigger
ideas for projects and give students some idea of how to proceed. The learning
activities described here will help establish students' and resources' expecta-
tions of each other. Make them stimulating, but realistic.

Begin with activities appropriate to Orientations, giving suggestions
which become increasingly more difficuis. At the Exploration level, include
subjects, issues, or careers the student might explore. At the Investigation
level, include activities requiring extended involvement which will enable the
student to develop and apply specific skills and knowledge. Suggest possible
products students could complete. Be sure your examples include activities
which require the application of inquiry, problem-solving, and interpersonal
skills, as well as activities related to career development. Use concrete
action verbs such as “interview," “construct," “analyze," “compare," “propose,"
or "evaluate" rather than words like "learn about" or "understand."

The list should be numbered. In the left-hand margin, if appropriate,
bracket the activities for each level of involvement with the resource.

Related neading; {nformation sources:

Recommend related resources by referring students to other Resource Guides.
List relevant books, magazines, and audio-visual materials.

Caneer family, subject area, and package:

At the top of the first page of the Guide, indicate the career family or
families to which this resource is most closely related. Use a career classi-
fication such as that developed by the American Institutes for Research.

(See Exhibit 2, page 10.) Also list the packages students should use when

planning projects using this resource, and subject areas in which they may
seek credit.

~ul
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Appendix S5

Summary of Forms Used
in the Resource Information System*

The forms described below are used in the Far West Laboratory EBCE program
to record information about potential resources, available resources, and stu-
dents' experiences at resource sites. These resource information forms are
discussed in the order in which they are generally used, although the process
is not a strictly linear one. Exhibit 5, which follows the discussion, is a
chart listing each form used, when it is used, by whom, and its distribution.
Finally, samples of each of the forms are provided at the end of the appengix.

Item 1: Student’s Initial Planning Worksheet

This form is completed by the student immediately upon entry into the pro-
gram and at the beginning of each subsequent school year. On it he lists career
and educational interests and answers a number of questions designed to help him
think about what he would like to accomplish in the program. The single copy of
this form goes to his Learning Coordinator, who reviews it with the student dur-
ing their first few conferences together to assess student interests as a basis
for initial long-term planning. It is also used by the Resource Analyst to
compile lists of students' interests when planning resource development.

Item 2: Resource Contact Card

The Resource Analyst records the potential resource's name, address, organ-
ization, and the size and nature of the organization on this form. Demographic
data for statistical purposes, the outcome of the contact, and necessary follow-

* In addition to these forms, the Student Activity Report proyides information
about student use of resources, although the form is more directly concerned
with student progress monitoring than with resource information.




up are also noted. The purpose of the form is to log every individual and
organization contacted as a source of information to all persons recruiting

resources and as a working record of resource development status. Depending
-on the .contact's reaction (yes, no, or maybe), the card is filed in the active,
inactive, or unconfirmed Resource Contact Card file which is maintained by the
Resource Analyst. These cards should be updated and refiled as follow-up

contacts are made and recorded, and as the status of the resource (or potential
resource) changes.

Item 3: Resource Leg

After recruitment, every resource is assigned a number according to whether
it is a Resource Person, a Resource Organizatiori, or a Community Resource. All
the information on the Resource Contact Card is transferred to this log sheet.
This form provides a quick tally of current resources and demographic data about
them, as well as enabling staff to group resources by package and career family.
It is completed and filed by the Resource Analyst.

Item 4: Resource Information Sheet

This form, completed after recruitment, is only used with Resource Persons
and after the initial pool has been developed. On it the Resource Person or
Resource Analyst records the necessary information for Orientation activities.
It calls for brief descriptions of the knowledge and skills a student could
acquire, the prerequisites, the types of activities available (such as discus-
sions, observation, or working with equipment), when the RP is available, and
how many students the RP can work with.

Item 5: Resource Exploration Approval

Students fill out this form when they want to engage in Exploration-level
activities with a resource, It helps maintain a check on resource utilization
so that resources do not become overloaded. It also is the mechanism for
notifying the Resource Analyst that the resource should be analyzed for Tlearning
activities if a detailed Resource Guide has not yet been developed.
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Item 6: Resource Site Analysis Worksheet

The Resource Analyst may use this form when conducting site analysis
interviews. The form provides hints and recording space for collecting the
information needed to develop a Resource Guide.

item 7: Resource Site Analysis Interview Checklist

The Resource Analyst or other EBCE staff member may use this form when
conducting a site analysis interview. It reminds the interviewer of the major
points about EBCE that should be conveyed to the resource and the kinds of
information about the resource that should be obtained. It is a working tool
only and does not have to be completed or filed.

Item 8: Resource Guide

After completing a development interview with an RP or one or more indi-
viduals at an RO, the Resource Analyst writes a Resource Guide. The Guide
describes activities agreed upon by the Resource Analyst and the resource, and
includes any prerequisites for student participation, suggestions for other
resources to visit, related reading, and project activities. See Appendix 4
for guidelines for writing Resource Guides. See pages 35 through 43 for sample
Resource Guides.

Item 9: Resource Contact Report — Student Assessment

The Learning Coordinator completes one of these forms after a phone call
or personal visit to a Resource Person or individual at a Resource Organization
who is working with one of his students. The form is used to record the Learn-
ing Coordinator's and resource's observations about the student's learning and
activities at the site. This includes checking the student's progress toward
his project goals and identifying problems the resource may be facing in
helping the student achieve those goals. There should be at least two reports
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per student project: one for the Learning Coordinator's phone call or visit
before a student has finished his project aoals, and one after the student

has completed his project goals. These reports go in the student's file. If
the resource is having problems, the Resource Analyst can be called in to help
the LC and the resource resolve them.

Item 10: Request for Resource

A student completes this form when he is interested in a career, a subject,
or an issue for which there are no developed resources. The student states the
reason for his request, the learning activity level he would like to engage in,
and his suggestions (if any) for potential resources to contact. After his
l.earning Coordinator reviews and approves the request, it is forwarded to the
Resource Analyst. If the Resource Analyst can immediately fill the student's
request, he notes the results on the form, sends copies to the student and the
LC, and retains one for his files. If additional action is required, the
Resource Analyst records the action taken thus far and its outcome on the form,
notifies the student and the LC orally or by note, and completes the form either
when the request is filled or he is unable to fill it. The form should be
retvrned to the student and LC only after final action has been taken.

Item 11: Student-Recruited Resource

When a student recruits a resource, he completes this card and has the
resource sign it. The card is then forwarded to the Resource Analyst for
follow-up. On the reverse side of the card is a statement to the new resource
Tisting the Resource Analyst's phone number and infdrming him of the follow-up
action that will occur. This card is filed by the Resource Analyst.

Item 12: Resource Maintenance Contact Report

This form is used by the Resource Analyst to record the nature and purpose
of maintenance contacts with resources. Contact may be initiated by the resource,
a Learning Coordinator, a student, or the Resource Analyst; it may be simply
routine or in response to a problem. Subsequent action taken by the Resource
Analyst is also documented on this form. When appropriate, a copy is sent to
the Learning Coordinator for his information.
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Item 1

Experience-Based Career Education

STUDENT'S INITIAL PLANNING WORKSHEET

Page !

STUDENT

GRADE

LEARNING COORDINATOR

DATE

1. Have you ldentified any specific career(s) you would like to know more about?
{ ] YES { ] NO If YES, state the career(s) of interest:

2. Do you presently have plans to pursue or begin training In any career (s5) after uou
finish high school? Which one(s)?

3. If you DO plan to pursue or begin training for a specific career after you finish
high school, please list the things you have to do before you can actually beg:in
work In your chosen career.

4. While you are enrolled in EBCE, you will be able to explore

careers by spending
time on the job with people engaged in various careers. In one type oOf experience
you will spend time with a person DISCUSSING his/her career or job. In another
type of experience you will spend additional time with that person and learn to

do and PARTICIPATE in some of the things that person does as part of his/her job.
Please write in the career(s) in which you have an Interest in the space below,
and check the kind of experience you would like to pursue for the career(s) you
have selected. (NOTE ~ Your indication of "Interest” will NOT commit you to

these experiences.)

ERIC

Aruitoxt provided by Eic:

Kind of Experience
o ion/Job
ccupation/Jol Discussion Participation
I -
FWL-EBCE Rev. 12/75
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STUDENT'S INITIAL PLANNING WORKSHEET Page 2

5. If you plan to continue your formal education after you finish high school, chcck

(+] the level! of education you hope to achieve and (if possible) list the name of the
institution you are planning to attend.

{ ] Junior College

[ ] State University

{ ] Private College or University

[‘] Business School

[ 1 Vocational/Trade School

{ ] Apprenticeship !

{ 1 Graduate or Professional School

{ 1 Company Training Program

{ ] Other (specify) .

7. Please check any of the following areas In which you would like to have extra help
while you are in EBCE:

{ 1 Reading

( 1 Mathematics

{ ] Writing

( ] Expressing Yourself

{ ] Meeting and Dealing with People
( 1 Study Habits

([ ] Health and Fitness

{ ] Other (specify)

FWL~EBCE Rev. 12/75
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STUDENT'S INITIAL PLANNING WORKSHEET STUDENT: Page 3

8. What are your favorite leisure activities? Why?

9. What social and/or recreational activities would you like to be a part of,
especially those which could include other EBCE students? What team activities
would you like to be a part of?

10. What else do you think your Learning Coordinator should know about you, your
goals, interests, or needs?

FWL-EBCE Rev. 12/75
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Item 2

) RESOURCE PERSON COMTACT CARD LG N
Experience~Based Career Education

LAREER FAMILY

RESOURCE PERSON ) M_F__ Age
TITLE B WA SS NA (Jipale
ORGANTZATION { ] Non-Profit [ ] Commer::al
ADDRESS Si1ze of Organizaticn: { } < 10

’ {1 10-50
TELEPHONE [ 1 - 50
CONTACTED BY DATE

COMMENTS: (Please initial and date yowr comments)

FWL-EBCE Rev. 12/75

RESCURCE ORGANIZATION CONTACT CARD LOG NO.
Experience-Based Career Education

CAREER FAMILY

RESOURCE ORGANIZATION { 1 Non-Profit [ 1 Commercial
ADDRESS Size of Organization: [ ] 10

{ ] 10-50
TELEPHONE [ ] ~ 50
RO COORDINMNATOR TITLE _
CONTACTED BY DATE

COMMENTS: (Please initial and date your comments)

FWL-EBCE Rev. 12/75
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Item 4

RESOURCE INFORMATION SHEET NO .
Experience-Based Career Education
ERCL giudents work with people in the cormueicn in rloming anl curviin: ous
rreicecs cnpcuch vhich they simultaneousiy exr "2re cwreers, 1roulire us
an? v chetr azademic eredics. IF yow wo 07 Ing t: serve 1s a rege
pormlate this Jorm and returm it to the schoe!.  Frudents wil wae shic

0 Gelent Resource Persons to 2omtact, So r-ease ¢ 18 spreeilio
wnit gtudents can learm and do. JUse an 1idirfong’ rage IF nweoessary

NAME TITLE

COMPANY /ORGANT ZATION

ADDRESS
PHONE BEST HOURS TO CALL HOURS AVAILABLE TO STUDENTS
TYPE OF ORGANIZATION: [ ] Non-profit [ ) Commercial NO, OF EMPLOYEES

NATWRE OF BUSINESS:

WHAT KINDS OF KNOWLEDGE OR SKILL CAN A STUDENT ACQUIRE BY WORKING WITH YOU?
(Include academic areas, if appropriate.)

ACTIVITIES AVAILABLE TO STUDENTS (please check):

[ 1 Discussions [ | Participation:

{ 1| Observation { ] Sample tasks

[ 1] Attend staff meetings [} Actual tasks

{ )] Attend professional or [} Operating equipment:

union meetings

BASIC SKILLS WITH WHICH YOU CAN ASSIST THE STUDENT (please check):

[ ) Reading { } oral communications [ 1 Writing [ ] Mathematics

PREREQUISITES (if any):

ARE YOU AVAILABLE TO GUEST-LEAD STUDENT DISCUSSION GROUPS AT THE SCHOOL?
[ ) Yes [ ] Mo

AREAS OF SPECIAL KNOWLEDGE, INTEREST, OR SKILL NOT NOTED ABOVE WHICH STUDENTS CAN
SHARE, INCLUDING LEISURE ACTIVITIES, [F APPROPRIATE:

HOURS PER WEEK YOU ARE AVAILABLE TO STUDENTS___
NUMBER OF STUDENTS YOU CAN WORK WITH AT ONE TIME

CONTACTED BY DATE
(EBCL student or stafr member)

'WL-EBCE Rev. 12/75
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Item 5

. RESQURCE EXPLORATION APPROVAL
Experience-Based Career Education

Note co Scudent:

I7 you plan visits beyond the Orientation level with a resowrce, you mus: 2omplete
the information below and obtain your Learning Coordinator's approval.

Please print or type all entries and be sure of correct speliing.

RESOURCE NAME RP({ ] RO[ ] CR( ]

TITLE

ORGANIZATION

STREET ADDRESS

CITY/STATE/ZIP

TELEPHONE

YOUR NAME ' DATE

PROJECT TITLE

LEARNING COORDINATOR'S SIGNATURE DATE

COMMENTS (Include schedule of additional visits, if lnown):

Following approval by the Learning Coordinator, forward this form to the Resource
Analyst, who will

1. flag the resource file if the resource requested is being used to capacity
and (if appropriate)

2. 1interview the resource and develop a Resource Guide.

FWL-EBCE Rev. 12/75

oo
pra
s

83




ERIC

Aruitoxt provided by Eic:

Item 6

RESOUPC SETE AMAL SIS W =#wSmiE T
Expertience-Bised Carecr Ejucation

FAME TITLE

ORGANT ZATION

ADDRESS S
TELEPHONE BEST HOURS TC CALL HOURS AVAILABLE TO STUDENTS
TYPE OF COMPANY: [ ] Non-profit [ ] Commercial NUMBER OF EMPLOYEES

NATURE OF ORGANIZATION/DEPARTMENT :

NUMBER OF STUDENTS WHO CAN PARTICIPATE AT ONE TIME

LEVELS OF [NVOLVEMENT AVATLABLE TO STUDENTS:

{ ] Orientation [ } Exploration { ) Investigation

ACTIVITIES AVAILABLE TO STUDENTS (please check):

{ ] Discussions Student Participation:
[} Observation [ ) Sample tusks

{ | Attend organization meetings [ ) Actuai tasks

[ ) Attend professional or unior- { ] Equipment (specify)

affiliated meetings

BASIC SKILLS WITH WHICH THE RESOURCE WILL ASSIST STUDENTS (nicase check):

{ ] Reading [ ] Oral communications [ ] Writing [ ] Mathematics
1S THE RESOURCE AVAILABLE TO GUEST-LEAD STUDENT DISCUSSION GROUPS? [ | ves ] vo

IS THE RESOURCE AVAILABLE TO VISIT THE SCHOOL AND MAKE A FORMAL PRESENTATION ABOUT
HIS. “ER PROFESSION? { ] Yes [ 1 »o

PRIMARY DUTIES:

PHYSICAL ENVIRONMENT OF JOB:

KNOWLEDGE AMD SKILLS UTILIZFD ON .K08:

PREREQUISITES NECESSARY FOR STUDENT PARTICIPATION:

FWL-EBCE Rev. 1../75
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RESOURCE SITE AMALYSIS WORKSHEET

WHAT WILL THE RESOURCE DISCUSS WITH STUDENTS?

.

WHAT CAN STUDENTS OBSERVE?

OTHERS AT SITE WITH WHOM STUDENTS CAN MEET OR WORK:

THINGS A STUDENT CAN DO:

Without prerequisites

Wwith basic skills competence

with job specific skills (e.g., typing)

HOW CAN A STUDENT DEVELOP SKILLS WHICH WILL ENABLE HIM TO PARTICIPATE AT THIS SITE?

RELATED READING:

RELATED RPS, ROS, OR CRS:

PERSONAL DATA AS APPROPRIATE AND RELEVANT:

Previous education and experience

Hobbies and avocational interests

FWL~EBCE Rev, 12/75
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Item 7

RESOURCE SITL ANALYSIS
Experience-Based Career Education INTERVIEW CHECKLIST i

The site malysis is an tnformal Jdisoussion hewcen EBCUE sua’l mid the rotenti
Resource Person, 2r Resource Organization representative, rather than a structured
interview. Its purpose is threefold: (1) to ensure that the resource understands the
EBCE concept and operations and tc mswer questions of the potential Resource Person
or Resource Organization; (2) to determine the ways the resource is willing md i
to assist; and (3) to provide a subjective evaluation by the EBCE stay’ member 7 the
most effective ways the resource can participate.

a7

Before closing the interview, review this checklist and pursue items not uet
adequately covered with the resource.

I. [INFORMATION TO BE CONVEYED

A. Program Concepts

{ ] Understands broad concept of career education as "learning for life"; that "career”
is broadly defined as one's life path.

{ ) Understands EBCE is a program of comprehensive, personalized learning based on
experience in diverse sectors of the community.

{ ] Understands how Resource Persons and Organizations contribute to student learning.

( ] Understands how real-life experiences provide most of the students' learning activi-
ties, with supplementary learning activities available at the school.

{ ] Understands sources and types of students (age ranges, cross section of students) .
[ ) Understands program goals.

B. Program Operation

{ ] Understands that resources and students work together by mutual agreement.
( ] Understands that resources work with students at their normal work site.
{ ] Understands that either the resource or student can terminate their activities.

( ] Understands that students self-assign themselves so that staff cannot predict when
students will initiate activities.

[ ] Understands the three learning activity levels: Orientation, Exploration, and
Investigation.

[ ] Understands EBCE staff structure and roles.

{ ) Understands insurance coverage provided by the program.

( ] Understands how students plan activities and earn credit (projects, packages,
Resource Guides, guidance and counseling, program planning, and evaluation of

student products and performance).

[ ] Understands own role in evaluation (i.e., to evaluate student behavior as well as
students' performance and products as requested).

FWL-EBCE Rev. 12/75
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RESOURCE SITE ANALYSIS INTERVIEW CHECKLIST Page 2

Understands that resource must be generally available to students but can deter-
mine how many students with whom he would like to work and when.

Understands that EBCE staff are available to provide the resource with whatever
assistance is necessary.

Understands that students learn by discovery and "hands-on" experience--the greater
the student interest and direct involvement., the greater the learning and retention.

Knows that a Resource Guide will be forwarded for review and that the Guide provides
suggested student activities and products.

I1. [NFORMATION TO BE ACQUIRED

Obtain basic information about the Resource Person or Resource Organization, includ-
ing name, organization, phone number, hours, job summary, job-related interests,
special skills and abilities, what students can do, what they can observe, how many
students the resource will work with, types of involvement agreed upon, special
requirements, and non-job-related activities. (Use the Resource Site Analysis Work-
sheet or notes.)

Is the information sufficient to prepare a subjective evaluation of the best use
to be made of the resource?

Is the information sufficient to identify any limitations, restrictions, or pre-
requisites for student use of this resource?

Request suggestions on related reading and other information sources.

Request a copy of the resource's automobile insurance coverage if students will be
riding in his or her car.

Is the information sufficient to develop a Resource Guide? (Close the interview
with a request for permission to follow up by telephone if additional infcrmation
is needed.)

ERIC
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Item 9

RESOURCE CONTACT REPORT - STUDENT ASSESSMENT

Experience-Based Career Education

NAME OF RESOULRCE ['YRP [ ) RO (] CR
ORGANIZATION PHONE

CONTACT MADE BY DATE

NAME OF STUDENT

LEVEL OF INVOLVEMENT: [ ) Orientation [ ] Exploration [ } Investigation

NUMBER OF VISITS MADE BY STUDENT

AVERAGE LENGTH OF THESE VISITS

CHECK ONE: [ 1 Personal visit | 1 Telephone call { ) Resource visit to .school
1. HAS THE STUDENT DISCUSSED HIS OR HER PROJECT GOALS WITH .YOU? { ] ves . [ ) ~No

2. HAS THE STUDENT SHOWN YOU HIS OR HER PPOJECT PLAN? {1 ves {] No

3. HOW WOULD YOU EVALUATE THE STUDENT'S PLANNING, PREPARATION, AND PERFORMANCE?

WHY?

4. HAS THE STUDENT REQUESTED THAT YOU EVALUATE HIS OR HER WORK? {1 Yes [ 1] No
5. ARE YOU WILLING AND ABLE TO EVALUATE THE STUDENT'S WORK? [ ) Yes [ ] No

6. ARE THE STUDENT'S GOALS REALISTIC FOR THE TYPES OF
ACTIVITIES HE OR SHE ENGAGES IN WITH YOU? [ ] Yes [ ] No

(IF NOT, PLEASE EXPLAIN.)

7. WHAT PECOMMENDATIONS WOULD YOU LIKE TO MAKE AT THIS TIME, IF ANY?

o

8. WHAT HELP WOULD YOU LIKE FROM OUR STAFF AT THIS TIME, IF ANY?

FWL-EBCE Rev. 12/75
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RESOURCE CONTACT REPORT - STUDENT ASSESSMEMT Pagye 2

9.

LEARNING COORDIMNATOR'S COMMENTS: (List what you think the student :s learning,
problems that need attention, strategies you and the resource agree upon for
working with the student, and so on.)

FWL-EBCE Rev.
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Item 10

. , REQUEST FOR RESOURCE
Experience-Based Career Education

1. STUDENT DATE OF REQUEST

2. CAREER, SUBJECT, OR SKILL AREA IN WHICH RESOURCE IS NEEDED

3. REASON DESIRED: [ ] Career study [ ] Personal interest
[ ] Graduation requirement [ ] Other (specify)
4, INVOLVEMENT LEVEL DESIRED: [ ] Orientation [ ] Exploration [ ] Investigation

5. SUGGESTED RESOURCES OR CONTACTS:

6. STUDENT'S SIGNATURE DATE

7. LC APPROVAL DATE

8. ACTION TAKEN: (Date and initial each entry.)

9. RESOURCE ANALYST DATE
(signature)

FWL~EBCE Rev. 12/75
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Item 11

FRONT

STUDENT-RECRUITED RESOURCE
Experience-Based Career Education

NAME OF RESOURCE
OCCUPATION

CRGANIZATION
ADDRESS

PHONE

TIME(S) OF DAY AVAILABLE

T am willing to serve as aResource Person gon EBCE students.

SIGNATURE DATE

STUDENT L.C APPROVAL
(Give completed card to Resource Analyst.) FWL-EBCE Rev.12/75

REVERSE

TO THE RESOURCE PERSON:

14 you agree to serve as a Resource Pernson for
EBCE students, the Resouwrce Analyst will contact
you to discuss the school's program and your ‘
parnticipation. 1§ you have questions about the
school on the nole 66 Resounce Persons, please
call the Resource Analysit at

Thank you.

93




Item 12

RESOURCE MAINTENANCE CONTACT REPORT

Experience-Based Career Education

RESOURCE NAME (JrRP [ JRO [ )CR DATE _
ORGANI ZAT ION DATE OF LAST CONTACT
CéNTACTED BY (staff member) METHOD (phone, visit)

CONTACT INITIATED BY REASON

CHANGES (address, phone, hours, etc.)

STUDENT PARTICIPATION AT RESOURCE SITE
Period: Beginning Ending
Record numbers of students — —
participating in activities ‘ Activity Level Completed | Continuing
at the resource site. Orientation
Exploration
Investigation
POSITIVE COMMENTS:
NEGATIVE COMMENTS:
REQUESTED ASSISTANCE AND/OR SUGGESTIONS:
ACTION NEEDED: DATE ACTION TAKEN

. . . - Rev. 12/75
See reversge gide for suggested discussion topics. FWL-EBCE Re /
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RESOURCE MAINTENANCE CONTACT REPORT - Suggested Discussion Topics Page 2

WHAT ACTIVITIES DOES THE RESOURCE NORMALLY ENGAGE IN WITH STUDENTS? For example:

+ discussions about his career field

+ helping students evaluate their Interests and abilities In the career field

+ discussing Issues or subijects

+ helping students plan projects

+ providing students with opportunities to observe work activities and explaining them
« providing students with opportunities to participate in work activities

+ teaching students specific tasks and/or training them in career-related skills

+ helping students identify other information sources

* evaluating student work

WHAT KINDS OF PROJECTS DO STUDENTS WORK ON? For example:

+ project focus (issue, problem, subject, or career)
+ significance
+ relevance of student projects to resource's career field and/or interests

WHAT DO STUDENTS LEARN? For example:

+ skills -- problem-solving, interpersonal, inquiry, basic, job-related, or other skills

« career knowledge ~- advantages and disadvantages of the career, entrance routes,
entrance requirements, job outlook, structure and function of the organization,
job-hunting information, significant problems facing workers in the field

+ subject knowledge -- facts, concepts, relationships, principles, terms

DID THE RESOURCE OBSERVE CHANGES IN STUDENTS' BEHAVIOR? For example:

+ Increased self-confidence

+ punctuality

+ assumption of responsibility
* ways of dealing with people
+ dependence/independence

HAS THE RESOURCE RECEIVED ADEQUATE FEEDBACK ABOUT STUDENTS? For example:

+ Does the resource know what students learned from their experiences?
* Has the resource seen student products?

HAS THE RESOURCE RECEIVED ADEQUATE ASSISTANCE FROM SCHOOL STAFF? For example:

. explanation of EBCE concepts, goals, philosophy, or assumptions about education
+ school procedures

+ suggestions on how to work with students

+ control over numbers of students calling

+ materials

DOES THE RESOURCE DESIRE OTHER TYPES OF CONTACT WITH SCHOOL STAFF AND/OR OTHER RESOURCES?

For example:

. workshops for exploring ways to communicate with students
« methods of encouraging students to think independently, assume responsibility, or
develop skills

Wherever aprropriate, vreuest specific examles.

FWL-EBCE Rev. 12/75

96

f g%
)
o




O

ERIC

Aruitoxt provided by Eic:

Appendix 6

Open Your World to Students

With your help, the doors can be opened to a variety of learning opportunities
within the community where students can have an early exposure to the world outside
school. Instead of confining students within the classroom, Experience-Based
Career Education (EBCE) gives them firsthand experience with adults working in
the community, making decisions, performing tasks, and coping with the day-to-day
pro?lgms of living. As one adult who has worked with students in the program
explains:

"That's how [ learned., by people taking an interest in me and
showing me how to do things. Working with young people keeps
you in touch with an important part of yourself, and even
gives you a better understanding of your own job."

What Is Experience-Based Career Education?

In EBCE the role of adults -- both community participants and EBCE staff --
is to help students become adults, to help them learn how to learn, to think for
themselves, make decisions, solve problems, work with others, keep their commit-
ments, and seek guidance and assistance when they need it. A variety of competent
adults in the community, with diverse backgrounds and expertise, act as colleagues
in the educational process, serving as models and sharing their skills and
knowledge with students.

c> EBCE is career-oriented. Because occupational choices play a
powerful role in shaping our sense of identity, self-esteem, and
liféstyle, a focus on career preparation should be an integral
part of a person's education. Since "career" is defined broadly
as “one's progress through life" and not as a particular job, the
EBCE notion of career preparation means providing students with a
cumulative series of planned, personalized learning experiences
in a wide variety of life/work settings.

c> EBCE is experience-based. The focus on direct experience in the
comnunity enabTes students to: improve the basic skills of reading,
writing, and computation by using them to solve real problems in
everyday life; learn traditional subject matter in new ways;
integrate learning in ways not possible in the traditional classroom;
and, while developing academic skills and career awareness, learn
how to deal with people in worlds as different as the auto shop,
the advertising office, and the science laboratory.

E> EBCE is student-centered. The student acts as planner, decision-
maker, and self-evaluator within the general framework of EBCE goals
and procedures.




EBCE offers something for many students in American high schools today.
It is a voluntary alternative program of full-time learning, resulting in an
accredited high school diploma. Students who graduate can enter college or
training programs, or seek employment. EBCE is for:

* the student who has only vague notions of the “real world" and
would like to explore career options through direct experience;

* the student who is “turned off" by the traditional classroom and
doesn't see how most of his courses relate to his life; and

* the college-bound student who wants to explore optional career
choices before setting out on a post-secondary program of study.

Since the program is a part of the public school system, there are no
tuition or other costs to the students.

How Can You Help?

The key to the program's success is the Resource Person (RP) -- an adult like
yourself who is willing to share knowledge, skills, and experience with interested
students. A variety of Resource Persons work with students: newspaper editors,
laboratory technicians, radio engineers, social workers, sportswriters, machinists,
salespeople, business executives, clerks, city officials, carpenters, etc. HMore
RPs in all occupational fields are needed. If you volunteer as an RP, EBCE staff
members will meet with you to identify the kinds of learning activities you could
share with students. Your relationship with a student is voluntary and its terms
and duration are negotiated by you and the student. You could spend a single
afternoon or several months with a student, depending on your available time and
the student's needs and interests.

Your role as a Resource Person could be that of teacher, supervisor, counselor,
and friend. Some things you could do are:

# Share your occupational or professional knowledge, skills, and
abilities. For example, a manager of a bookstore shares her
knowledge of books and business operations with students.

# Identify jobs similar to yours but requiring different experience,
education, training, or skills. A nurse helps students unders tand
the variety of careers available in the health sciences, including
the careers of doctor, nurse's aide, and laboratory technician.

®Explain the organizational structure of your company and the
different jobs within it. A president of a small bank familiarizes
students with banking and the relationship of jobs and employees
within the bank.

#Share your leisure interests and hobbies. One RP brings students
into his hobbies -- lasers, stereos, cars, and archery.
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# Help students match their interests and abilities with knowledge
of job requirements and benefits. A certified public accountant
discusses with students accounting as a career, the different job
specializations within accounting, the required training, and some
job benefits which accountants enjoy.

# Help students use and expand their reading, writing, and math
skills while working with you. A chemist helps students develop
their math skills as they help him prepare laboratory reports.

# Give students responsible, productive, and educational tasks or
assignments. A designer of machinery and electronics equipment
helps qualified students design and construct their own pieces
of equipment.

# Help students meet, talk with, and work with other people where
you are employed. One RP introduces students to the employees
and different departments within his commercial printing firm.
Students can then decide what aspect of printing they would like
to study in detail.

These suggestions, plus many more that you, EBCE staff, and students can
compile, will be organized into three levels of student involvement.

§ An initial Orientation (approximately 1 to 9 hours) acquaints
students with yourself, your career and job, or your organization.
Activities might include guided tours, question-and-answer sessions,
and meetings with staff engaged in daily routines.

§ An Exploration (approximately 10 %o 40 hours) emables students to
get an overview of a subject, issue, or career. Explorations are
defined more by their purpose (to acquire a breadth of knowledge)
than their length -- a student could do an Exploration lasting
100 hours. Students are required to develop project plans and
provide tangible results of their Explorations: research reports,
oral descriptions of occupations and professions, photographic
essays, or other means of communicating what they learned.

§ Investigations (more than 40 hours) enable students to engage in
in-aeptz Tearning activities which might include on-site training
or intensive personal involvement in performing productive tasks
and assignments, plus extensive study of related materials.
Students can go to an Investigation directly from an Orientation
if they wish. They are also required to develop projects and
produce tangible results of their Investigations.

As a Resource Person, you could be involved with students at one or more
of these levels depending on your interests and available time. An EBCE staff
member will discuss this with you before you meet a student.

')
)
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The success of EBCE provides long-range advantages to students, employers,
educators, and the community -- young people better educated to fill entry-level
jobs, enter training programs, advance in their occupational roles, or enter
college with a full understanding of their own goals. EBCE offers some addition-
al advantages to you as a volunteer Resource Person:

% As a concerned adult, you can exert a positive influence on the

lives of young people by helping them with their education and
career choices.

% You can help break down the "generation gap" through your
day-to-day exchange of opinions, values, and viewpoints with
Students.

% Involvement in EBCE is an opportunity for your personal growth.
As you share your skills, experiences, and knowledge with a
student, you can learn more about yourself.

¥ You can gain the satisfaction that comes from helping a student
learn about himself and others, and about how to live and work
in the world outside of school.

® You can utilize the resources of the EBCE program to develop
your own interests, as a part of or apart from your job.

If you would like to learn more about EBCE, or become part of this program,
please fill out the attached form, fold it, and put it in the mail. A member

of the EBCE staff will contact you to discuss your interests and the program
further.
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RESOURCE INFORMATION SHEET NO.

Experience-Based Career Education

ESCE gtudents work with people in the commmity in planning and carrying out
projects through which they simultaneously explore careers, acquire useful skills
and earn their academic credits. If you are willing to serve as a resource, p.case
complete this form and returm it to the school. Students will use this informazion
to select Resource Persons to contact, so please be as specific as possible about
what students can learn and do. Use an additional page if necessary.

NAME TITLE

COMPANY /ORGANI ZATION

ADDRESS

PHONE ___ BEST HOURS TO CALL HOURS AVAILABLE TO STUDENTS
TYPE OF ORGANIZATION: [ ) Non~-profit [ } Commercial NO. OF EMPLOYEES,

NATURE OF BUSINESS:

WHAT KINDS OF KNOWLEDGE OR SKILL CAN A STUDENT ACQUIRE BY WORKING WITH YOU?
(Include academic areas, if appropriate.)

ACTIVITIES AVAILABLE TO STUDENTS (please check):

[ ) Discussions [ ) Participation:

[ ] Observation [ 1] Sample tasks

[ ] Attend staff meetings { ] Actual tasks

[ 1 Attend professional or [ ) Operating equipment:

union meetings

BASIC SKILLS WITH WHICH YOU CAN ASSIST THE STUDENT (please check):

[ ] Reading [ ) oral communications [ ) writing [ 1 Mathematics

PREREQUISITES (if any):

ARE YOI AVAILABLE TO GUEST-LEAD STUDENT DISCUSSION GROUPS AT THE SCHOOL?
{] Yes [ ) No

AREAS OF SPECIAL KNOWLEDGE, INTEREST, OR SKILL NOT NOTED ABOVE WHICH STUDENTS CAN
SHARE, INCLUDING LEISURE ACTIVITIES, IF APPROPRIATE:

HOURS PER WEEK YOU ARE AVAILABLE TO STUDENTS
NUMBER OF STUDENTS YOU CAN WORK WITH AT ONE TIME

CONTACTED BY DATE
(EBCE student. or staff member)

FWL-EBCE Rev. 12/75
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Place
stamp
From: here

Experience-Based Career Education

(Address) (Zip)

Attn:
(Resource Analyst)
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The Community is the School

EBCE: Experience-Based Career Education

he classroom-as a place to spend twelve formative years almost
totally isolated from the hard knocks and earned satisfactions, the
daily challenges and rewards of adult life-is a recent invention...




[+« also partly respensible for the fact that ad-
Oloscence todav s prolonged well past the age
when previous generations of Americans were
assuming adult responsibilities. and for the popu-
laritv of disturting cliches like "alienation.” “drop-
out.” and “urelevance.” These terms refer to
more than texibooks and assignments that are
not in tune with the times. They reflect the legiti-
mate impatience of young people to be out and
doing in the real world. to be taking part in the
vital daily activities of our society. The so-called
“generation gap  may in fact have more to do
with this geographic segregation than with a sep-
aration in years—a gap between sitting in resentful
dependency and being a part of the action.

o bridge this gap between school and work.

between studying and experience. the Far
West Laboratory has developed an educational
alternative called Experience-Based Career
Education (EBCE). Part of a national effort. it is
an attempt to open the classroom and allow
students to use the entire community as a school.
Focusing on direct experience in a wide variety of
real-life settings. EBCE provides students with a
comprehensive secondary education in such a
way that they acquire the understanding they
need to choose an adult role and some of the
basic skills and knowledge they need to enter and
find satisfaction in work. The same learning acti-
vities that allow students to explore a broad range
of careers—working closely with lawyers. printers.
salespersons, arc welders. doctors. carpenters.
disc jockeys. union stewards. and reporters-also
provide growth in academic skills and result in an
accredited high school diploma.

To some degree. EBCE is reminiscent of the
apprenticeship system. that learning method
by which skills. know-how. and simple human
understanding used to be passed from one gen-
eration to another. It looks back to a time when

young people learned primarily by being included:

in adult activities. Yet while seeking to revive the
notion that every member of the community is a
potential “teacher.” EBCE is geared toward the
realities of the modern world. Students anxious
to study politics enter the eye-opening worlds of
the courtroom. city council chamber. and police
precinct house and explore issues in city govern-
ment firsthand by working with attorneys. social
workers. and city officials. Those interested in
' biology find there is more to science than the
white smock and the electron microscope. Stu-

dents taken by the apparently easy going life of
the small crafts shopowner discover that success
comes not only from creativity. but also from an
understanding of bookkeeping. marketing. and
the vagaries of supply and demand.

In EBCE the role of adults-both community
participants and EBCE staff-is to help students
become adults. to help them learn how to learn.
to think for themselves., make decisions. solve
problems. work with others. keep their commit-
ments. and seek guidance and assistance when
they need it. A variety of competent adults in the
community, with diverse backgrounds and exper-
tise. act as colleagues in the educational process.
serving as models and sharing their skills and
knowledge with students.




Q

Aruitoxt provided by Eic:

IFRIC

Far West’s EBCE program is career-
oriented. Because occupational choices
play a powerful role in shaping our sense of
identity, self-esteem, and lifestyle, a focus
on careex preparation should be an integral
part of a person’s education. Since “career”
is defined broadly as “one’s progress
through life” and not as a particular job,
the EBCE notion of career preparation
means providing students with a cumula-
tive series of planned, personalized learn-
ing experiences in a wide variety of life/
work settings that:

ehelp students know themselves better by seeing
themselves. their capabilities. and their reactions
in a variete of situations. and help them develop
realistic goals based on accurate appraisals of
their interests. abilities, and needs:

egive them a broad understanding of the world of
work-ats rewards and shortcomings, what they
can expect from it and what it will require of
them and

oi.cip them deveiop the decision making skills to
PRI St >9L’Ihk‘]'

Key Features of EBCE

EBCE is experience-based. The focus on
direct experience in the community en-
hances learning in several ways:

eStudents improve the basic skills of reading.
writing. and computation by using them to solve
real problems in everyday life. A student
interested in the auto industry quickly learns from
hands-on experience that he needs to know frac-
tions to use certain tools. or percentages to
calculate production ratios and sales trends.
Similarly. a student helping a public relations
director prepare an advertising portfolio will see
the need to improve his writing skills by being
challenged to communicate on an adult level.

*Traditional subject matter can be learned in new
ways: applying scientific principles in immunology
at a medical laboratory. or in ecology with a
naturalist at a state park. ard testing out textbook
abstractions through actual experience. It's one
thing to read about inflanon in a book on econ
omics: it's another to take that information out
into the community and find out what it means to
butchers, supermarket buvers. advertisers. and
consumer action agencies

oL BCI integrates learning m waus not possible in
the traditionai classroom A student perceives the
mterrelationship of acadenne, social. and occupa

£3J




tional skills as they converge in the reallife
settings of the job. Thus. a student might spend
several hours a week working with a curator at
the Qakland Museum on an experiment in insect
behavior for science credit. while at the same
time learning about the career of an entomolo-
gist. and writing a report on his project that will
be evaluated for English credit.

sWhile developing academic skills and career

awareness. these students are also learning how

to deal with people in worlds as different as the

auto shop. the advertising office. and the science
laboratory.

EBCE is student-centered. The student acts
as planner, decision maker, and self-
evaluator within the general framework of
EBCE goals and procedures. This personal-
ized, learner-directed approach enhances
learning in the following ways:

elt accommodates human uniqueness by allow-
ing each student, to the extent possible. to pursue
his particular needs and interests. at his own
pace. and according to learning methods best
suited to his tastes and capabilities.

elt increases motivation to learn by allowing the
student to pursue genuine interests and concerns,

to answer questions and solve problems he
perceives as relevant.

o[t allows the student to plan and carry out his
own learning program: requires the student to
make his own decisions. act on them. and face
the consequences of those decisions: and
increases self-reliance and a sense of initiative.
The increasing assumption of responsibility for his
own learning and perceiving himself as being
“treated like an adult™ foster confidence. both in
himself and in the process of learning.

EBCE offers something for many students
in American high schools today. It is a vol-
untary alternative program of full-time
learning, resulting in an accredited high
school diploma. Students who graduate
can enter college or training programs, or
seek employment. EBCE is for:

ethe student who has only vague notions of the
“real world” and would like to explore career
options through direct experience:

ethe student who is “turned off” by the traditional
classroom and doesn't see how most of his
courses relate to his life: and

ethe college-bound student who wants to explore
optional career choices before setting out on a
post-secondary program of study.
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- The Student’s Experience

hen a student first enrolls at Far West. his

current achievement levels, aptitudes, and
interests are assessed through diagnostic tests
and discussions with staff. He meets his learning
coordinator (the combined teacher. counsellor
and advisor) who will help guide and evaluate his
learning experiences. Together they determine
the student’s general areas of strength and weak-
ness. and decide what credits he will need for
graduation from the Oakland Public Schools. The
student learns that this personal inventory does
not occur just once or even a few times a year.

but that it 1s part of an on-going process that is

crucial to education and life itself. The learning

coordinator talks with the student about his plans
for further education or a career after high
school. Together they set up long-range educa-
tional goals and a general timetable for achieving
them.

he Far West staff works with employers and

resource people to identify rich learning ex-
periences. to plan and structure a sequence of
learning activities. determine specific objectives
and the means of judging when and how well they
have been met. The school site provides a place
where students can compare. share. and evaluate
their experiences in group workshops. work with
basic skills specialists. and arrange for tutors or
classes in local junior colleges to meet science and
foreign language requirements. But while the
school site can be a good place to digest experi-
ences and get assistance. the process at the heart
of Experience-Based Career Education takes
place in the community.

ome students have well-developed ideas of

what it is they want to learn and how they plan
to go about it. but most begir. their experiences by
consulting the “learning packages.” The “pack-
age’ lists participating community organizations.
businesses and individuals. grouping them ac
cording to combined career and subject areas
(e.q.. Commerce. Communications and Media.
Biology. Politics). The “package” lays out goals
and activities in such a way as to insure that
students will immediately be able to see possible
points of entrv to the community and not have to
start from scratch.




It is the relationship between the student and
th-> resource person with whom he works that
is at the core of the EBCE learning experience.
The resource person is a volunteer adult who is
willing to share his seasoned knowledge. skills
and experience with interested students. The
association with the student is negotiable in terms
of objectives. scope. and duration. depending on
the resource person’'s availability and the stu-
dent’s interests and needs.

fter being oriented to a job site. becoming

somewhat knowledgeable about its operation.
and perhaps having a taste of firsthand experi-
ence. the student and the resource person (with
the assistance of the learning coordinator) decide
on a project. Every student designs and com-
pletes one or more projects for each learning
package he enters. The project is the means by
which the student applies and demonstrates
mastery of basic skills by gathering and evaluating
information. performing on-site tasks. and finally
reporting his experiences. The project results in
some kind of tangible product: a report or essay.
a short story or film. a physical model. slide pres-
entation, or some other similar demonstration of
competence. Along with his learning coordinator
and resource person the student helps decide the
focus of the project. specifving the objectives of
his work with the resource person and spelling
out the terms by which his performance will
ultimately be evaluated. By helping manage his
education and monitoring his own progress. the
student finds strategies for learning that remain
long after formal schooling is over.

ike the other programs that are part of this

National Institute of Education pilot project.
Far West School has gradually made the transi-
tion from experiment to proven educational alter-
native. It is difficult to freeze the motion of a pro-
gram like EBCE in order to subject it to methods
of evaluation used for the conventional class-
room. Yet Far West students have scored as well
as those students in regular high schools in
achievement tests and other traditional indicators.
There is unfortunately no way to calculate the
degree of maturity and self-confidence gained
from working successfully and effectively in the
community. but some 9 out of 10 students who
have graduated from the program (along with a
similar proportion of their parents) agree that
they have made their greatest strides in the area
of personal development.

eith Goldhammer. Dean of the College of

Education at Michigan State University. who
spent time studying Far West School as part of a
general inquiry into Experience-Based Career
Education. later noted: “Somebody once wrote. 'l
have seen the future and it works!" I think that is
how | felt as [ had this opportunity to see the
EBCE programs in operation.” Far West may or
may not be a prototype for the school of the
future. But it has succeeded in closing the gap be-
tween learning and living that distresses so many
students. It has shown that students who are
given a chance to develop the competence. un:
derstanding. and knowledge needed to be effec-
tive adults leading effective lives can find school
exciting and valuable.
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Far West Laboratory was established through a Joint Powers Agreement
in February, 1966. Signatories, as of January, 1976, include the
Regents of the University of California; the California State Board
of Education; the Trustees of the California University and State
Colleges; the Board of Education of the San Francisco Unified School
District; the Regents of the University of Nevada; the Nevada State
Board of Education; the Board of Regents of the University of Utah;
and the Utah State Board of Education.
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The Laboratory's mission is to carry out surveys, research, develop-
ment, and demonstrations in education and to disseminate information
derived from such activities; accompanying programs of teacher,
administrator, and parent education are also a focus of the Labora-
tory's work. Programs conducted by the Laboratory are intended to
offer a clear and firm prospect of being implemented by schools and
other educational agencies. In the course of these efforts, the aim
is to assure that the evaluated outcomes of research and development 3
are presented effectively to schools and other educational agencies. §
:%;
‘-¢&¢¢¢@@%@**@%****%*%*@é**éé#@@*%*#*#####3

S gesieetesgeale o ele

KA

oo e PPl Do P

Copyright © 1976 FAR WEST LABORATORY FOR EDUCATIONAL RESEARCH AND DEVE;OPMENT.
A1l rights reserved. Copyright for these materials is claimed only during the
period of development and evaluation, unless authorization is granted by the
National Institute of Education to claim copyright also on the final materials.
For information on the status of the copyright claim, contact the National
Institute of Education.

Q10




Table of Contents

Page
INTRODUCTION ottt it it ittt ittt es senoasasnsnonsonneonsenssnnonsnones 1
THE FUNCTION OF PROJECT PLANNING PACKAGES . .vvvitveiierononnnnnennnanans 1
PACKAGE CAREER/SUBJECT AREAS . it.irtiiveenonnonroorosonononnosnssosnnnns 4
ADAPTING FAR WEST PACKAGES TO LOCAL NEEDS ¢ ievriienenenenonenonncnonns 6
DEVELOPING A PACKAGE  +ovvevvene e eneeneenenneseanenneeeeneenennenenns i
Determining Package G0als ....iivirienirinrerenenoeoenesonnsnoananssnnnns 7
Deciding Which Resources to Use .....ciiieieiereeiennnnrneniennnnnnns 14
Drafting the PacCKage ...eveerierenrenienreeroeensanssvonosascasssosons 15
SAMPle ProJeCtS tvviveeereenirerrorioserosorocoesonossossscsssonsnos 16
Annotated List Of RESOUIrCES ...eviirrririeonsnoscerocoosccnsenasonns 20
Statement About Project Seminars ....eiirietieiiiiieiiiitiiietietianann 21
Guidelines for Planning and Completing a Project ..............c.en. 21
Additional Package SeCtions ....ceuiiereriiiiierirriieceriiiceienan. 22
Reviewing, Revising, and Approving the Package .............cecoeninnn 23
~ USING PACKAGES  +eviivteenninononeroonneeosnnrosncnsnnnecnanecnonncancess 24
Introducing Packages .....ceiveiiriererieeoooesrtnttasseirortnannionaans 24
SEAFT ROTES vt vvvreroeuenrososnsoscessnosssnossssssssosososoasosnsonss 24
Student Use Of Packages ....eerviineeienroonosnorecnsrecneceoconcnonns 26
Project Seminars .......... O RN 27
FORMATIVE EVALUATION AND REVISION OF PACKAGES ............ eeeeteeeanees 29
APPENDICES
1 - Purpose of Packages: Goals and Objectives ..........c.ciiecenennes 31
2 - Considerations in Identifying Potential Packages ................. 33
3 - Standard Statement on Project Seminars .......cciiiiiiieiiiieiinnn 35
4 - Standard Statement on Planning and Completing a Project .......... - 37
5 - Sample Statement on Careers for Exploration ...........c.ccvveeenn 41
6 -

Sample Statement on Course Equivalencies ..........cceeeeveiccons. 43

o2
—
~




Exhibit 1:
Exhibit 2:
Exhibit 3:

List of Exhibits

Developing Package GoalsS ......civevuenncnannnns

Summary of Package Content Goals ...............

Examples of Student Project Goals and Indicators




Introduction

This handbook explains what a project planning package is, how it is
developed, and the ways students and staff use it to carry out effective
learning programs. It assumes that you are already familiar with the concept
of Experience-Based Career Education (EBCE) as described in the Program

Overview and understand how the instructional system works.

Obviously, a learning program that is experience-based, student-centered,
and career-oriented departs significantly from conventional classroom curricula,
and thus requires curriculum guides tailored to its unique aims. Project
planning packages were developed specifically for this purpose. But before
we talk about them in detail, you should look at some. Familiarity with
package contents will make the following discussion more meaningful to you.

In fact, throughout your reading of this handbook, you will need to turn to
appropriate sections in actual packages for concrete examples of things like
package goals, sample projects, and annotated 1ists of resources.

The Function of
Project Planning Packages

A package is not curriculum, but rather a structure within which individ-
ualized curriculum can be planned and carried out in the form of projects.
Each package unites under a single heading a field of study and the professional
and technical careers associated with it. This synthesis enables students
simultaneously to study an academic subject area, a significant issue, and a
career field to meet academic needs, while satisfying individual interests and
broadening career awareness.

The package is a tool used to facilitate the experience-based, personalized
learning that is at the heart of EBCE. It does this in several interrelated
ways:
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1. 1t provides sthuctune. The package is a framework within which -the
student can make his* own initial learning decisions. It helps organize areas
of inquiry according to subjects, disciplines, and careers; it suggests points
of entry in terms of issues, interests, and relevant and substantial questions;
and it suggests optional ways of pursuing such interests or concerns in the
form of sample projects. In other words, the student does not have to start
from scratch, nor drift in anxious 1imbo until he catches on to the EBCE learn-
ing process or until a project idea finally occurs to hin. He has a place to
start and ready-made guidelines for proceeding if he needs them.

2. 1t can stimulate Learning. The sample project questions, descriptions
of resources, and suggested activities are intended to "turn on" students by
provoking thought, challenging assumptions, and whetting interests. The prob-
lems and questions posed engage the student in one of two ways: either he
perceives them as appropriate expressions of his learning interests and needs,
and therefore adopts or adapts them for planning purposes; or they stimulate
him to confront his own genuine concerns, to discover or better formulate
questions he would like to answer or things he would like to know how to do,
and thus to develop a project focus of his cwn.

3. 1t is a key means 0§ reinfoncing the EBCE individualized planning

process. Each package displays sample ideas and activities through the use

of actual EBCE planning forms that lead the student through the step-by-step
process of conceiving, planning, and carrying out a project. Thus, while

these samples work toward kindling interest and stimulating action, at the

same time they illustrate and reinforce the entire process of developing a
successful project: the student sees examples of the kinds of questions he

can pursue and goal indicators derived from them; and he sees examples of the
kinds of activities and experiences most 1ikely to help him achieve his purpose.

4. 1t makes the Leawning Coondinaton's job of individualizing Learning

easier. The package provides the Learning Coordinator (as facilitator and co-
planner) with the same kind of structure and stimulus it provides students. It
puts at his disposal primary learning resources (Resource Persons, Resource

* Throughout these volumes we have generally used the masculine pronouns
he, him, and his in instances where we obviously mean to refer to both
male and female students, staff, or resources in the community. We were
unable to find an alternative which was not cumbersome.
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Organizations, and Community Resources) already assembled around relevant areas
of inquiry and already analyzed for learning potential, pius a list of addi-
tional pertinent resources (such as reading and visual materials). The Learn-
ing Coordinator (LC) can use the sample projects (including goals, indicators,
and activities) to help the student adépt or adapt the suqgested research ideas,
or to trigger ideas more relevant to the student's interests and needs. The
package goals provide LCs with yardsticks for assessing student project plans
and determining when they are reasonably complete and sufficient in terms of
the kinds of learning outcomes desired in EBCE.

5. 1t helps students satisfy both EBCE and Local pubfic 4chool Learning
nequinements. The package goals -- addressing basic skills, career develop-
ment, life skills, and academic content -- are intended to reflect not only
EBCE curriculum goals but also district subject matter equivalencies. Basic
skills focus on methods of acquiring and communicating information. Career
development includes learning more about oneself -- one's own interests,

values, and goals -- as well as learning more about careers, and acquiring
skills in relating the two. Life skills are defined broadly to include both
essential coping behavior (problem-solving or interpersonal skills, for example)
and subject area competence (such as scientific principles or political aware-
ness). If a student begins a project to explore a political issue or acquire
skills in science, and develops a project plan which satisfies the package
goals, he will at the same time learn about associated careers. If his project
focus is a particular career, he will in the course of his learning activities
achieve growth in the 1ife skills relevant to the package. Double exposure is
built in so that package gecals reflect not only EBCE program goals (see
Learning Coordination) but also skills and knowledge comparable to those which
students might acquire in a regular high school course.

6. The package provides a mechanism for assigning credit based on
performance. Student projects which satisfy the minimum goals of a package
will receive a specified amount of credit despite variations in time required
by individual students to complete their projects. But note that the package
goals are broadly stated so that students can challenge them with individual

projects appropriate to their current knowledge and abilities.




The project is the EBCE mechanism for individualizing a student's learning.
In developing projects, students use a package from their own vantage point and
select, focus, sequence, and use package resources according to their own par-
ticular interests and needs. Project goals, when achieved, serve as indicators
that package goals have been met. The project ensures that each student is
engaged in purposeful, planned, and documented learning activities, individual-
ized according to his own interests, needs, and abilities, while at the same
time aiming at broader paékage and program goals. (For a thorough description
of individualized program and project planning, see Learning Coordination.)

Package Career/Subject Areas

Deciding on the number of different packages needed initially and in the
long run, and determining the discipline/career areas of each, is a complex
process. At the beginning you may be unceruain about future needs, but remember
that packages are readily expandable or divisible. The five packages developed
for Far West School* -- Commerce, Communications and Media, Life Science,
Physical Science, and Social Science -- can be made to encompass most subject
matter/career fields. For example, the Social Science Package can be expanded
by adding content goals, resources, and sample projects for the fields of his-
tory, psychology, or urban studies in addition to those provided for politics.
On the other hand, when resources become sufficiently numerous, the Communica-
tions and Media Package can be broken into three parts: written and verbal
arts; media arts; and fine and performing arts.

* The Far West Laboratory EBCE model was developed and tested at Far West
School (FWS) in Oakland, California. Throughout this and other handbooks,
the experiences of Far West School staff and students are used to illustrate
key points.




Selecting a set of packages requires three major steps: (1) reviewing
graduation requirements, available resources, and student interests; (2) pre-
paring a list of potential packages; and (3) prioritizing the list according
to student needs (i.e., both EBCE and school district requirements) and avail-
able resources. If specific course requirements must be met, then the issue
of subject matter equivalencies has to be considered when planning packages.

In developing an initial list of potential packages, Far West staff con-
sidered the following needs: representing a diversity of career areas for
student exploration, enabling students to complete course equivalencies in
subject areas required by the Oakland Unified School District, and capitalizing
on students' expressed career and subject interests. In determining which
packages should be developed and in what order, the list of potential packages
(shown in Appendix 2) was reviewed in terms of available and already devel-
oped resources, staff needs for guidelines to help students develop projects
in required subject areas, and known student interests. Closely related
fields were combined in establishing the final list of packages to be devel-
oped; for example, business, sales, and self-employment were grouped together
in the Commerce Package.

The Commerce Package was identified for early development because numerous
resources were already available. The Politics section of the Social Science
Package was given priority because seniors needed help in developing projects
for American government credit to graduate, even thcugh this required a concen-
trated resource development effort. Both considerations -- available resources
and the district science requirement -- resulted in early development of a
Science Package, which was later divided into the Life Science Package and the
Physical Science Package because of the large numbers of resources included.
Both the size of the package and the size of project seminars (package discussion
groups) made the division more practical. The Communications and Media Package
was the last package developed, based more on student interests in the field
than on subject requirements or available resources.




Adapting Far West Packages
to Local Needs

A new EBCE staff may decice to use the five packages developed at Far West
School. With relatively minor modifications to fit local conditions, the major
contents of the packages -- introductory material, goals, "how to" instructions
for staff and students, and project ideas -- can be used by any EBCE program.
The local staff would need only to develop comparable resources and possibly
change the sample project forms to make the packages reflect their own community.

Over tima, however, an EBCE program will need to continuously reevaluate
its project planning packages in terms of the changing needs and interests of
its students and the size and diversity of its resource pool. Existing pack-
ages may need to be expanded or divided; new packages may need to, be developed.
The following pages offer guidelines for developing packages.

Developing a Package

When the staff has agreed upon the number and kinds of packages to be
developed (or adapted), an individual staff member should be assigned primary
responsibility for producing each package. Students should be included in the
early planning stages, and the experience, creativity, and expertise of thg
entire staff should be exploited when developing a package. A planning meeting
(including students if possible) should be held to discuss graduation require-
ments, available resources, student interests, and the general format and con-
tent of the package to be produced. The package developer can also turn to the
following sources for help in-determining the essential skills and concepts for
the package career/discipline area: teachers and curriculum developers; EBCE
Resource Persons and Organizations; and current literature in the field.
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Each package contains the following essential parts:

¢ Package goals identify the scope of the package, set minimum
requirements, and identify some of the significant underlying
concepts and process skills of the career/discipline area.

e Sample projects demonstrate how students can pursue their own
interests while meeting minimum requirements for credit and
learning those skills, concepts, and principles considered
basic to the package career/discipline area. They also serve
as exemplary samples of completed program planning forms (the
Project Sketch and the Student Project Plan) while offering
project suggestions for students to pursue.

e The annotated list of resources describes the resources avaijl-
able for learning activities related to the package.

e A statement about related project seminars or discussion groups
explains their nature and purpose.

e Project planning guidelines, entitled "How to Plan and Complete
a Project,” provide guidance on how to plan projects and a
reminder of the tasks involved.

Other sections not as critical to the package concept, but time-savers
for students and staff during project planning, include: a bibliography,
project ideas, a list of careers to explore, and a 1ist of courses for which
students could seek subject matter equivalency credit depending on the focus
of their projects.

Determining Package Goals

Determining goals is the most important task in developing a package.
By identifying the kinds of skills and knowledge students should ideally
acquire through their projects, and by setting minimum requirements for
project credit, the broad goals establish the scope of a package. In devel-
oping them, the staff should draw from both EBCE program goals and from the
suggested learning activities and outcomes (stated in Resource Guides*) for

* See Resource Development for sample Resource Guides.
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the resources to be included in the package. Exhibit 1 illustrates the process
of translating program goals into package goals which are realistic in terms of
available resources. Exhibit 2 summarizes the content goals of the five Far West
EBCE packages. (See the individual packages for complete goal statements.)

EBCE core curriculum is concerned with student growth in three broad areas:

Applied Basic Skills , Core Life Skills
reading interpersonal skills
writing inquiry skills

oral communication problem-solving
quantitative skills decision-making

Career Development

career awareness

self-knowledge

career decision-making

career entrance skills
Cvery package includes goals in each of these areas as well as content goals
appropriate to the subject/career area of the package. Thus, to meet package
requirements and obtain minimum credit, the student's project goals must incor-
porate applied basic skills, 1ife skills, and career development knowledge and
skills, as well as content goals. Such a design makes it clear to students
that growth in these core areas is a natural part of every project, whatever
its particular content. (See Learning Coordination for a further specification
of the basic, life, and career development goal areas.)

Besides encompassing these four areas, the package goals should adhere to

the following general criteria:

e They should be stated as general instructional (as opposed to
specific behavioral) objectives based on the model presented
by Gronlund.* They should be broad statements describing the
direction in which students should grow -- at different rates
and to varying degrees -- but which they may never fully achieve.

e They should clearly state the minimum requirements for receiving
credit for a project as well as the general learning outcomes
students are expected to achieve.

* Norman E. Gronlund. Stating Behavioral Objectives for Classroom Instruction.
New York: The MacMilTan Company, 1370, pages 5, 32, 34.
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Exhibit 2

Summary. of Package Content Goals

PACKAGE OALS

LIFE SCIENCES TECHNIQUES AND TERMS

You should be able to :dentify, understand, and use the appropriate specialized skills., tecn-
niques, and terms required for an lnvestigation i1n the area of blology you choose to study.

LIFE SCIENCES INQUIRY

The biological sciences involve the study of all living things and their physical interrelaticn~
LIFE SCIENCE ships with one another: pecple, plants, and animals and their dependency on each other and
their environment in order to survive as individuals and as species. These sciences 1nclude
many discrete but related branches such as zooclogy, botany, physiology, and anatomy. An i1nqulry
in any of the biological sciences should include some of the following activities: designing
and conducting an experiment; investigating a living organism; lnvestigating a major problem
facing scientists today i1n the biological sciences: understanding and using biological concepts:
and identifying and analyzing the interrelationship between two branches of the biological
sciences.

BUSINESS ECUCATION

Completing a project on some aspect of business education should increase your understanding of
business organization and operations, the effect of corporate policies and activities on your
daily life, and the means by which citizens can influence corporate actions. You should Zemon-
strate your undersctanding ~f thenm.

COMMERCE

ECONOMICS

Completing a project on economics should increase your understanding of some major concepts and
nethods used as tools i1n the study of economics and expand your knowledge of your economic
environment. You should understand and be able to use these concepts 1n analyzing an economic
si1tuation, process, or 1ssue of 1nterest to you.

COMMUNICATIONS AND MEDIA TECHNIQUES

You should be able to identify, understand, and select to learn at least one of the specialized
ski1lls and techniques of an area of communications and media which interests you. Your task 1s
to i1dentify the techniques and skills needed in the career field you are 1investigating and,
working with resources in the community and your Learming Coordinator, specify exactly which
COMMUNICAT IONS you wish to acquire.

AND MEDIA
COMMUNICATIONS AND MEDIA IMQUIRY

Artigts, writers, musicians, and others who spend most of their lives communicating thoughts,
1deas, feelings, and information are aware of the differences between what is, what they per-
celve to be, what they communicate, and what other people understand of their messages. An
inquiry into some form of communications should result in your better understanding communica-
tions concepts, principles, and relationships as they pertain to your area of investigation.

PHYSICAL SCIENCE [NQUIRY

The physical sciences include physics, chemistry, and numerous other discrete but related
branches of science. A fundamental concept upon which all of these sciences are based 1s that
xnowledge of nature gives us a command of 1ts potential--the relative advantages and disadvan-
tages of 1ts uses and their costs, benefits, and risks for humanity. Scictnce 1s the organiza-
tion of knowledge in such a way that the unknown 18 guessed at (“hypothesized") and tested until
PHYSICAL SCIENCE it is known. Even scientific "facts" are tested and retested to be sure they can withstand the
wisdom and changing perspective of time. A project in the physical sciences should include
knowledge of the major concepts in the field, the problems facing scientists today, the major
values and beliefs which influence the way scientists work and scientific knowledge 1is used, and
the interrelationship of scientific disciplines.

PHYSICAL SCIENCE TERMS AND TECHMIQUES

You ghould learn to use specialized skills, techniques, and terms appropriate to your preject.

AMER ICAN GOVERNMENT/POLITICS

You should increase your understanding of the American political environment, effects »f aovern-
ment policies and activities on your daily life, and means by which you or others can inflaence
SOCIAL SCIENCE/ qovernment actions.

POLITICS SECTION
POLITICAL [MOQUIRY

You should increase yow understanding of various concepts and methods as tools for uase in study-
1ng politics and expaniing your knowledge of the political environment.

BEST COPY AVAILABLE
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e They should allow students of differing levels of ability and
previous study in the field to challenge the goals in a way
that extends their skills and knowledge. That is, they should

encourage growth in all students, whatever their starting base,
rather than identical achievement.

-~

e They should allow students to select the specific content and
context (project focus and resources) and method of demonstrat-
ing learning (the product or performance).

Before reading further, study the Social Science Package goals and compare
them with the above criteria. Note that goals have been stated in the applied
basic skills, problem-solving (1life skill), and career development areas. Any
student designing a project for social science credit should address each of
these goal areas. Content goals have also been specified in the politics area
to provide guidance to students desiring American government or related credit.
(These content goals also provide a general yardstick for staff to use in
assessing project plans in related fields such as sociology or anthropology.)
Observe that: |

The goals are stated as general <inmstructional objectives. For example,
“You should increase your understanding of the American political environment."

Goal elements (power relationships among federal, state, and local governments;
your rights and obligations as a citizen; and so forth) further define what is
meant by the broad goal. The goal elements, however, are only a sampling of
the kinds of things students might seek to learn about in increasing their
understanding of American politics. Specific behavioral objectives or perform-
ance criteria are absent. They will be worked out by the student and his
Learning Coordinator as goals and indicators appropriate to the student's
project theme, research questions, resources, and learning activities.

Requinements gon earning credit are specigdied, but they offer options so
that the student must decide how he proposes to satisfy them. For a student
to earn five EBCE credits for a project in American government (equivalent to

one semester's course work), he must include at least two applied basic skills;
all elements of the problem-solving (1ife skill) goal; all elements of the
career development goal for two careers; and project goals and indicators which
clearly specify how the student will demonstrate understanding of at least
three major concepts, principles, relationships, or methods used in the field
of study.

11
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The goals aflow sfudents of differing background knowledge and ability
to challenge them with projects of varying difficulty. A student with a good
working knowledge of the American political system could design a project to
research and compare the philosophy, structure, and operating principles of
the two major parties, while a beginner could focus on the procedural steps
by which a bill becomes law. Both projects could be designed to meet the
minimum package goals and earn minimum credit. The Learning Coordinator, iike
any teacher, is faced with the difficult task of determining whether each
‘student is working to capacity.

The goals allow students to select the specific content, context, and
method of demonstrating Learning. Using the above example, Jane may choose to
research political parties by working with members of both Democrat%c and
Republican central committees and doing extensive reading in the field. In
the process she will learn something-about "purposes, methods, and achievements
of . . . political parties," the "relative effectiveness of ways . . . citizens
can influence government actions,” and "values and factors influencing political
participation of individuals and groups.” She also proposes to learn more about
paid positions at the local level in party organizations. She will demonstrate
what she has learned by writing a 20-page research paper using the university-
approved format as well as giving a presentation on paid positions in local
politics in an advisory group meeting. John, on the other hand, proposes to
look into the process by which a bill becomes a law at the local and state
levels. He plans to interview a lobbyist and spend some time with a city
councilman and a legislative aide to a state assemblyman. He will learn some-
thing about "ways citizens can influence government actions," “formal and
informal rules in American politics," and "relationships among . . . state and
local governments." He plans to compare the careers of lobbyist and legislative
aide in a free-verse poem and to illustrate the process of and barriers to an
idea becoming law in a photographic essay. Both projects would meet the package
goals.

Goals in basic, career development, and core 1ife skills may be standard-
ized across packages. Content goals, which describe in general terms the kinds
ofmknowledge and skills students should acquire by working on a project in that
package, however, must be specific to the package career/discipline area.




Content goals in the five Far West packages require students to select
from three to eight specific elements (concepts, theories, relationships, tech-
niques, or processes) about which they will demonstrate knowledge or skill.

The staff-developed list of content goals is never comprehensive, but rather a
representative sampling of the essential skills and knowledge students should
acquire. Students have the option of identifying comparable knowledge or skills
to pursue (with the approval of their Learning Coordinator).

Once staff have agreed‘upon the broad set of basic skills, Tife skills,
career development, and subject matter content goals to be included in the
package goal statement, minimum requirements for project credit must be deter-
mined. Requirements in Far West packages were designed as guidelines for
determining when a project was roughly equivalent, in amount of work and learn-
ing, to a semester's course work. Local EBCE staffs may need to alter these
standards.

By specifying package goals and minimum requirements, both students and
staff have a yardstick for determining how much credit will be received when
a project is satisfactorily completed. A Far West student who plans and com-
pletes a project meeting the minimum requiremeﬁts of a package earns five EBCE
credits in the appropriate subject area (the equivalent of one semester's work
in the subject). Projects including fewer goal elements receive iess credit;
thus the student may need to complete more than one project in a field to
satisfy a district requirement. Projects including significantly more goal
elements receive more credit, the amount and kind negotiated in advance by the
Learning Coordinator and student.

Having package goals and minimum requirements does not mean that the staff
will be able to avoid difficult decisions about how much credit student projects
will or should earn. But agreeing on a general yardstick should make the pro-
cess somewhat less arbitrary and more consistent from one staff member to
another. An EBCE staff planning to use the Far West packages should carefully
review the goals and requirements of each one. Based on the length of the
school term (if other than a semester system), district requirements for student
performance within subject areas (if any), and the staff's own standards for
what students should accomplish, it may be necessary to delete, add to, or
modify the package goals and requirements.

13




A goal checklist is developed from the package goals and requirements.
This checklist is an optional form used to record which goals the student in-
tends to meet with his project(s). It is also a reminder of what must be done
to meet the package requirements. (See the packages for concrete examples.)
Package goals and requirements indicate the kinds of things students should
learn in order to earn a given amount of credit, thus relating amount of work,

in a sense, to amount of credit earned. (Time productively spent on a project
may be used as a worthwhile mechanism to double-check the reasonableness of the
standards.) Packages do not offer blanket standards for evaluating the quality
of student work. Determining performance criteria and assessing the quality of
student work (or assigning grades, if used) requires consideration of the indi-
vidual student's past performance and capabilities. (Unrealistic standards
serve to frustrate; unchallenging standards fail to motivate.) It is also
necessary to take into account the content and focus of the student's project,
what he wants to learn about or learn how to do, the resources he will work
with, the learning activities he will engage in, and the method he chooses to
demonstrate achievement of his goals.

Minimum performance criteria are not specified in packages, so that
students can work to the limit of their abilities in their chosen areas of
interest. Instead, each student negotiates performance criteria for his proj-
ect goals and indicators with his Learning Coordinator and the resources with
whom he is working on his projeét. Like any teacher, the student's Learning
Coordinator must make some difficult decisions in determining whether the per-
formance criteria in the student's project plan are appropriate and in assess-
ing the acceptability and quality of completed student work. (See the Project
Planning and Credit Assignment sections of Learning Coordination for a broader
discussion of these issues.)

Deciding Which Resources to Use

After the goals of the package have been determined, it is necessary to
decide on the range of careers to be included. Should the career of employment
counselor, for example, be included in the Communications and Media Package

[
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(verbal arts), the Social Science Package (hehavioral arts), or the Commerce
Package, or in all three? Including a particular career in more than one pack-
age, when appropriate, can help students recognize the complex relationships
beEyeen different kinds of work. .

When selecting careers and resources for a package, staff should:

e read available Resource Guides to learn about the kinds of learn-
ing activities and outcomes possible at each resource site;

e if necessary, talk to resources about their relationship to the
package career area and verify the learning activities which
could occur at their site; and

e discuss newly-recruited and potential resources with the
Resource Analyst.

Resources should be included in packages only if a student can, in fact,
engage in significant learning activities related to the package area with that
resource. A bookstore owner who will help a student learn about the business
principles and practices of ordering, processing, inventorying, displaying,
and selling books should be placed in the Commerce Package. He should be
included in the Communications and Media Package only if he can help a student
learn some of the concepts, principles, and techniques used in the field of

communications -- for example, tnrough a project investigating the audience
appeal of different books.

Drafting the Package

An initial draft of the package should include at least these parts:

1. the goal statement (discussed abovej,
2. a minimum of three sample projects,

3. the annotated list of resources, and
4

two standard statements -- one explaining the purpose of_rg]ated
discussion groups or project seminars, and another describing how
to plan and complete a project.

g
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Sample Projects

Before reading further, review several of the sample projects in the Far
West packages. The purpose of sample projects is to provide students and staff
with examples of properly completed project planning forms and to show them how
to blend student interests with package requirements. Students having diffi-
culty developirg a project of their own can elect to pursue a sample project as
written. Other students can use the samples with modifications to suit their
own goals and interests. The samples also provide format quidelines for asking
researchable questions and devising project goals and indicators. Therefore,
sample projects should:

e provide well thought-out and composed models of project plans

which students and staff should seek to match in designing new
projects;

e include projects of varying length, depth, breadth,-and diffi-
culty so that students of divergent abilities and experience
in the program can use them, and to clarify for students and
staff the possible range of alternatives for project planning
and design;

e be written from the student's standpoint -- as though an exper-
ienced student had written them; .

e be the most imaginative and meaningful projects the writers
could either develop or find among actual student projects;

e naturally blend activities and goals from the core curriculum;
e meet all program and package requirements for projects;

e contain goal indicators that state what the student will do,
the intent of his efforts, what he will produce (or perform)
that can be evaluated, and the criteria on which evaluation
will be based; and

e include complete goal checklists to show how the project goals
and indicators relate to package goals and requirements.

The more authentic the sample projects, the greater the likelihood they
will spark student interest and provide realistic models. The set of sample
projects (at least three and preferably six are recommended) should illustrate
each of three possible project themes: career exploration, subject matter

study, or investigation of an issue.




To provide good illustrations, sample projects should be developed using
the same process students are asked to use in planning their projects:

1. Using the Project Sketch:
¢ select an area of interest;

e review the resources to find ones appropriate to that area;
e ask some probing questions; and

e choose two or three resources to visit for Orientations.

2. Using the Student Project Plan:

e narrow the focus of the sample project and define its purpose;
e determine the amount and kind of credit desired;

e ask probing questions which indicate what you, as the
imaginery student, want to learn;

-

e select additional resources to visit (and record those
already visited) and choose at least one for Exploration-
or Investigation-level activities;

e estimate the time required to complete the sample project;

e decide what you want to learn, and write it in the form of
project goals; ‘

¢ decide what you will do to show that you have achieved your
goals and write those as goal indicators, being sure that

your performance and products can be evaluated and documented;
and

e record who will evaluate your products and performance.

3. Using the Package Goal Checklist:

e compare your goals and indicators with the package goals
amd requirements for the amount and kind of credit
desired and,

e if necessary, write additional goals and indicators to meet
package requirements, but be sure they relate directly to
the sample project's focus.

The project goals and indicators listed on the last page of the Student
Project Plan should obviously be consistent with the project theme and the
questions to be investigated.

9 - 755
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The project goal is a general statement of what the student wants to learn:
knowledge, skills, and techniques. Goal indicators are specific statements of
how the student will demonstra®a he has achieved his purpose. Since indicators
play the most important role in planning, carrying out, and assessing student
projects, they are discussed here in detail.

When achieved, the project goal indicator should show that the student has
attained his goal and (when added to the other goals and indicators on the plan)
that the student has satisfied the package goals. A goal indicator is like a
performance or behaviorai objective developed by the student, in terms he can
understand, and approved by staff.

To enable a project to be assessed, each indicator must state:

e the task which.the student will perform (for example, compare
and contrast, describe, evaluate, construct, type);

e the product or performance to be evaluated (for example, a
written or photographic essay, a construction of some kind,
a taped interview, a musical performance, an oral presenta-
tion, or performance at the resource site); and

e the basis on which it is to be assessed. At a minimum,
include what topics will be addressed in an essay or report;
when possible, include specific performance criteria (for
example, increase typing speed from 30 to 60 words per
minute or accurately classify 25 indigenous plants).

Avoid statements which do not state what the product or performance will
attempt to show and those which do not challenge the student to use knowledge
or skills acquired in some new or different way. . The incorrect examples in
Exhibit 3 demonstrate three different problems that frequently occur:

1. Goal indicitors are too vague. They fail to state what the
student will write or learn about the women's movement or how
he will deal with the information. The use of the words "about"
and "on" does not indicate what the student will do with the
information he acquires. Will he analyze it, compare and con-
trast it, read and explain it, or copy it?

2. Goal indicators are really learning activities, rather than
learning outcomes -- the means rather than the end. For
example, "I will read five magazine articles." How will the
student demonstrate that he has acquired some knowledge or
skill (achieved his goal) from this activity?

o
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Exhibit 3
Examples of Student Project Goals and Indicators

Incorrect

| . e . —_
LTAENY PROLLE T OPLAL - L, D AT Re, NI Evspsalloe, ¢
Erget o« -Base: aree: iSwe anstrac, a reverse s e Faje 3ot
1
Pt _— —
57 AT LLARNING C Rl et R
M.l T TiTE _The American women s Muvement for fqual Rights. DATE Ik - JATE _OMPLETED
n15tory and {yrrent “rerds v T .
£orladizators | For Evaluator's :se
ioals 454 jua..ators + D i in: N
b 19.:; Evaluatss 1! gte ‘""::“n? omeats
! :
| i
| | want to lesrn about tne pecple mno startes | H
the worien $ movement 1n Americe ! |
! i
a. 1 will write an essay about tne women's tORP/LL !
movement of Anerica § past and the current |
«Omen's movement ; i
!
2. 1 want to understanc why the movement fizzled | :
out after 1920. i !
a. i w1} proguce a tape on the factors ! [ AesL ; :
n American life which influenced women's 1 i
lagqing concern for their rights during
the 19205 , |
|
3. i want to learn about now laws oppressed :
women and what rights were granted them.
'
a. [ will reac five magazine articles. i
b [ will write an essay about )od ] RPSLC
aiscrimination i
STUDENT PROUECT OLN, ~ GOALS, INDICATORS, AND EVALUATION
Exporience-Baseqd stcet £iu.at.on (See 1astruct:ons N reverse side) page ) of |}
STLOENT, LEARNING COORCINATOR
PROVECT PITLE _The American women's Movement for £qual Rights: DATE DVE_________ DATE COMPLETED
| History and Current Jrends
For Indicators For &valuator’s Use .
wodais and Indicators Oue Initials
Bate Evaluator |bate ¢ Ratl Commants

1. Understand the personalities and motivations
0f the founders of the American women's
movement.

a. Compare and contrast, in an esssy, the RP/LC
women's movement Gf America‘'s past with
the current movement in terms of tactics,
influence of individuals (personalities),
and special issues of interest and concern.

2. Understand why the movement firzled out after
1820.

a. Give an oral report 1n which ! andiyze the RP/LL
factors in American l1fe which resulted 1n I
women's 1agging concern for their rights {
during the 1920s, and state which [ think
were most slignificant and why.

) Know the laws that have opcressed women and
what rights they have won in the past SO years

a. Prepsre & chart of laws 3ffecting wumen's RPLC !
rights favorably and adversely, Including }
those which remain on the bouks but are \
out ot step with today i

1

b Propose possible so'utions to the problem RPILC
~¢ changing adverse laws 'n my oral report 1

Q. 19 20. BEST COPY AVAILABLE
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3. Indicators are used which do not apply to the goal they are
intended to satisfy. The indicator for the third goal will
not show what the student has learned about laws affecting
women. If necessary, more than one indicator should be written
to state how the student will meet the project goal.
While all students cannot be expected to write goals and indicators at
the level of the correct examples in Exhibit 3, the sample projects in packages

should provide models for Learning Coordinators and students to follow.

Annotated List of Resources

After the resource list has been compiled, very brief descriptions should
be written of the activities possible at each site. These descriptions should
give the Resource Person's name and title, or the name of the Resource Organi-
zation, and the kinds of things students can do and learn at the resource site.
The Resource Guides should provide all the necessary information for compiling
the resource list. If not, a phone call to the resource can determine if the
deve]oper's estimation of possible activities is realistic.

The annotations should emphasize what the students can do and learn rather
than what the Resource Person does.

Avoid: Jane Davis. An employment counselor at the Department

of Human Resources Development. She conducts workshops
and group counseling sessions for people looking for jobs.

Waite: Jane Davis. Employment counselor with the California
State Department of Human Resources Development. You
can learn about vocational tests and matching individ-
uals' interests and abilities to occupational areas;
you can also develop and apply individual and group
employment counseling tgchniques.

Each category (Resource Person, Resource Organization, or Community
Resource) should be alphabetized separately and begun on a separate page so
that new rescurces can easily be inserted after the package has been printed.
Names and descriptions can be added on the appropriate page and the entire list
updated two or three times a year as necessary. (Be sure to date each revised

list so students and staff can identify and use the most current information.)

20
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Statement About Project Seminars

A statement describing related seminars or discussion groups should be
included in every package. It should summarize their purpose and state re-
quiremehts for student participation.* It should outline what will take place
and how often the groups should meet. See the section on using packages for
an explanation of the purpose and format of these seminars. Appendix 3 is a
copy of the statement included in Far West Laboratory (FWL) packages.

Guidelines for Planning and Completing a Project

Student project planning is not a simple process. (See Learning
Coordination for a detailed description of the process.) The average student
cannot clearly define what he wants to Tearn until well into the project.
Project planning demands the integration of ideas and interests with resources
and activities, reading and research, goals and indicators, and final products
and performances. It is an iterative process, frequently entailing one step

backward for every two steps forward, and it can be confusing and occasionally
immobilizing for a student. To help students and staff both visualize and
remember everything that should be done to successfully plan and carry out a
project, the tasks are written as numbered steps. (Appendix 4 is a copy of
the statement included in FWL packages.) However, it is vital that the state-
ment on project planning inserted in each package make it clear that these
steps are not strictly linear and may have to be repeated or started anew.

* At Far West School, discussion groups of students working on projects in the
career/discipline area of a package were organized using a seminar format 1n
which students shared their individual research and experiences with others,
under the guidance of expert staff, so that all received a broader exposure
to the field. Thus students working on biology or zoology projects met
regularly in 1ife science project seminars (called "package meetings" in
earlier FWL-EBCE documents).

21
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Basically, the statement tells:

where to look for ideas and information,

how to develop an idea,

what to do if the student cannot find a topic that interests him,
what forms to use and when,

who can help the student and who approves his project,

what resource activities should be included, and

how to have the project evaluated for credit.

N OY O N

Additional Package Sections

There are five other sections which mdy or may not be developed for the
package, depending on the needs of the program. They are: an introduction,
a list of project ideas, a list of possible careers to explore through the
package, a list of local high school courses for which students might seek
equivalency credit with a project, and a bibliography. Each section is brief-
ly discussed below.

Introduction. It should be short and readable. It should explain and
define the package career/discipline area; identify the range of careers, sub-

jects, and issues which can be investigated through the package; and explain
briefly how the package can be used.

Project Ideas. The purpose of this section is to provide additional

suggestions for projects without spending the time needed to develop them into
full-fledged samples. The project ideas should expand the possible range of
project topics within the package while providing a few thought-provoking
questions on each topic.

~Careers to Explore. The purpose of this page is to offer a representative

selection (depending primarily but not solely on available resources) of the
careers which can be explored through the package. The list should indicate
the range of careers covered by the package career/discipline area and the
variety of levels (in terms of the education and training required) within
those careers. Appendix 5 is a sample list of careers for exploration taken
from the FWL Communications and Media Package.

o)
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Course Equivalencies. This page shculd Tist those courses offered by the
local school district related to the package for which students might seek
equivalency credit. Vocational education courses should be lTisted separately
under a statement explaining that they require extended (an Investigation) with
a Resource Person or Organization or demonstrated mastery of entry-level job

skills. Appendix 6 is a sample list of course equivalencies taken from the
FWL Communications anc¢ Media Package.

Bibliography. The purpose of including a bibliography in the package is
to suggest reading of known value readily available in school or public librar-
ies. The bibliography should be brief and annotated.

Reviewing, Revising, and
Approving the Package

A review draft of each package should be circulated among the staff to
obtain their comments and criticism. In most instances, the responsible devel-
oper will find it helpful to consult with one or more staff members while pro-
ducing drafts of various parts of the package, especially the sample projects
and the goals. If possible, after the staff has had time to review the package
draft, they should meet to discuss it and arrive at a group decision about the
package requirements and the number, quality, and topics of the sample projects.
On the basis of comments and suggestions received, the package can be revised
and again circulated for review. If it meets staff approval, it is ready for
reproduction and distribution to staff and students.




Using Packages

Introducing Packages

The task of developing project planning packages in new areas, or adapting
those developed by Far vest, may fall to the EBCE staff (Learning Coordinators,
the Resource Analyst, and the Skills Specialist) or to a curriculum developer
from the school or district. The staff member who has been designated as
Package Coordinator, and who will thus be responsible for serving as the staff
expert in the subject field and for leading discussion groups, should be the
package developer or work closely with the developer. A1l staff should approve
final versions and meet to discuss their purpose, contents, and use. If time
allows, they should go through each package, section by section, before it is
made available to students.

The first time a package is used is a transition period during which the
package developer works with other staff to help them make effective use of
the packages. The package developer should act as a resource: attend student
discussion group meetings, help explain the packages to students, and work
with Learning Coordinators and students on an individual basis as necessary.

In addition, when attending discussion groups or seminars, package developers
should gather evaluation information which will help them in later revisions.

Staff Roles

Effective use of packages in an EBCE program requires that each have a
designated coordinator -- one staff member who will take responsibility for
leading related discussion groups or seminars, and for serving as an expert
resource to whom other staff and students can turn for special assistance in
planning and evaluating projects in the subject area. Depending on the number
of staff members and students, and the number of packages in use, each staff
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person -- whether his primary duties are that of a Learning Coordinator,
Resource Analyst, or Skills Specialist -- may also be asked to serve as coor-
dinator for one or more packages.

The Package Coordinator has responsibility for:

e scheduling and leading discussions with students working on
projects related to the package subject/career field;

¢ helping students relate their diverse interests and learning
activities to broad issues, concepts, and principles of the
package discipline/career area;

e furnishing students with background material and information;

e stimulating students to question and evaluate their values and
goals as they relate to their projects, to the package, and to
each other's project activities;

e arranging for outside speakers, films, and group site visits
pertinent to students' projects;

e planning the successive discussion groups so that there is
purpose and continuity from one meeting to the next and so
that each meeting focuses on a topic or issue of significance
to the package and to the group;

e ensuring, as much as possible, the participation of all students;

e helping students divide into smaller interest groups if the
size and interests of the group require it, and coordinating
these meetings; and

e serving as an expert resource which students and other staff
can tap for information and assistance in developing and
evaluating projects related to the package area.

While the coordinator of the package serves as an expert source of infor-
mation, each Learning Coordinator is ultimately responsible for helping his
students plan and carry out effective projects and programs. The students’
LC exercises final approval of his proje:t plans and helps them determine how
and when they will fulfill program requirements. Learning Coordinators refer
students to appropriate packages, introduce them to the Package Coordinator,
and inform them of discussion group sessions and requirements. LCs may need
to seek the assistance of the appropriate Package Coordinator in evaluating
completed projects and makin